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In tKis wort, 
wlien it shall he found 
that much is omitted, 
let it not he forgotten 
that much lihewisc 
is performed. 

— Dr. Samuel Johnson, 
upon completion of 
his dictionary, 1755 
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First 



Part One 



I hope you were warned, before you ever invested in a 
Macintosh, that this little computer is addictive. It pulls 
you in. It has you inventing work for yourself just so you 
can use it. It creates an attitude that makes you feel like 
you’re having fun while being producdve — ^what a concept. 

There’s not much you need to know to operate the Mac. 
That’s why this book is so little. This book is just a direct 
path to the essentials of operating the computer so you 
can get straight to the fun, I mean work, without wasting 
too much time diddling around tr\ing to figure it out. 
There’s not much technical information here because 
most of us don’t need it or want it; you don’t have to 
know how to fly the plane to take a vacation in Paris. 

There is one technical point that 1 do have to note right 
here, though. Please forgive me. This edition of The Little 
Mac Book comes at an awkward lime in the evolution of 
the Macintosh. You have probably heard some of the 
hoopla about System 7, the new “operating system” (see 
page 11) that runs the computer. For die next year or 
so some people will be working with System 7 and many 
people will continue working with previous versions 
(hopefully some version of System 6). Even if you don’t 
quite understand what an “operating system” is, you 
should know whether you arc using System 7 or not. 
There is an instant way to tell: Look in the upper right 
corner of your screen when the Mac is on. If you see a 
little question mark inside a balloon-like thing, your 
computer is “running” System 7. 

Most of the basic functions in both Systems operate 
exactly the same; System 7 Just has a few new bells and 
whistles. Since most people are still using System (3, the 
major portion of this book is written from that standpoint. 
Chapters 23 through 30 relate specifically to System 7. 
Wlierever you see this symbofly , in the first portion of 
the book, it means that particular feature is a little different 
in System 7. 11* you are running System 6, ignore that little 
symbol. If you are running System 7, you should probably 
check out the referenced pages to note the difference. 






The Concept 



System 6 or 7 
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If you see this icon, or 
picture, in the upper right 
of your screen, your Mac 
is ming System 7. 
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I apologize for any awkwardness this combination of 
System 6 and System 7 may present, but we just have to 
accept tlie fact that things will be awkward for a while undl 
the dust settles and we all get back on an even footing. 

If technical information really bothers you, skip the first 
chapter — you can live without it for a w^hile. That chapter 
isn’t as painful as it sounds, actually, but if you’re a little 
nervous about using a computer in the first place, just 
bounce right over to the second chapter, called “Starting 
Up.” In fact, skip over anything that doesn’t make sense 
right away. That’s one of the most wonderful things about 
the Mac — we can bumble along for a long time on just a 
little bit of information. Wlien your brain is ready to absorb 
more, come back to the parts that didn’t make sense the 
first time around. The information will still be there. 

Whenever you come across a term you are not familiar 
with, check the index. It will refer you to the page where 
that term is defined. 

Anyway, technical stuff aside, I do hope you have fun 
and take advantage of this new concept in producthity 
as you, too, become addicted. 



Ks, Megs, 
AND Disks 



Chapter One 



People who’ve been working with the Mac for a while 
start tossing around jargon like, “It won’t fit ciiz it’s a 
900K document,” or “My SP has 30 megs,” and people 
who are not familiar with the Mac feel dumb because it 
all sounds so esoteric and we’re sure wc’ll never be able 
to understand all this sophisticated computer stulf and 
besides we don’t want to know all that technical stuff 
anyw'ay we just want to learn how to run the darn thing. 
Well, as far as technical stufTgoes, all most of us need 
to know is the machine is magic. Pure, simple, magic. 
Like an airplane. 

Knowing the difference between a bit and a byte and a 
K and a meg, though, can help organize things in your 
brain a little bit so what you are working with will make 
more sense. This is how it goes: 

Actually, the computer isn’t that smart; it can only count 
to one. Remember in school when we learned the binary 
system, which we have now completely forgotten about, 
except that for some reason you could only count from 
zero to one and you had to use exponential notation? 
Well, Mac uses a binar)' system: it counts zero and one — 
zero means Off and one means On. See, it sends these 
little electronic messages, each a series of Off and On. 
And each one of those little messages is a bit. 

Now, one little bit doesn’t tell the computer a whole 
lot, so it strings together a bunch of bits to create a 
more important message: eight bits, such as 01000001 , 
makes one byte. As you can see in the column to the 
right, one byte of information is still rather limited — 
it takes a lot of bytes to create any sort of document. 

So a bunch of bytes is grouped together and called a 
kilobyte. You would think that a kilobyte would be a 
thousand bytes, yes? No. Since the computer can only 
count to one, the closest it can get to 1000 in its binarv' 
system with exponential notation is 1024. But we gener- 
ally round it off and say there’s about 1000 bytes in a 
kilobyte. And kilobytes are the Ks eveiyone talks about. 



Technical Magic 



Bits 
0 1 

Each one of these is one bit 



Bytes 

01000001 

This byte ref)reMmts 
the letter A. 

Kilobytes 

Approximately 
1000 Bytes 
equals 1 Kilobyte. 
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Ks, Megs, and Disks 



Floppy Disks 




Disk Capacity 




High-density disks have 
an extra hole on the 
right side of the disk. 



Caring for 
Floppy Disks 



How do Ks figure in real life? Kilobytes are what disk 
space and file/document size are measured in; the larger 
and more sophisticated the document or the software 
program, the greater the number of K it will occupy on 
the disk. 

You’ve probably seen the nice little 3.5" floppy disks that 
the Mac uses. A disk stores the information for running 
the computer, for operating the programs, for saving the 
documents you create. Originally the Mac could only deal 
with a single-sided disk (one that took information on 
only one side of itselQ, but unless you have a very old 
machine with only a single-sided drive, you won’t be using 
single-sided disks. 

A normal double-sided disk holds about 800K (kilo- 
bytes) of data. Four pages of double-spaced t)pewritten 
text takes about 6K of disk space; therefore, you can 
get about 500 pages of textual information on one disk 
(leaving some room for the messages it has to send to the 
computer). Spreadsheets, graphics, and other complex 
info take up a lot more space, of course. 

Ahigh-densify double-sided disk holds about 1.4MB 
(megabytes, which are bigger than kilobytes, see page 10) 
of data. These disks look just like normal disks, except 
they usually have the letters HD somewhere on them, and 
they have an extra hole. That extra hole tells tlie Mac that 
the disk is high-density; only Macs with a "SuperDrive" 
(like the SE30, the Mac II family, and the LC) can read 
these high-density disks. Some people advocate putting a 
piece of tape over the extra hole to trick other Macs into 
reading the disk, but that almost always ends in a disk 
failure. Don’t risk your work. 

Why is the disk called a floppy disk when it’s not floppy? 
Actually, it is floppy. If you slide over that metal end you’ll 
see the floppy disk inside. Don’t touch it! It’s full of tiny 
messages that your oily fingers or sharp nails can destroy. 
Keep your disks away from heat: they’ll warp just like a 
record album when left in your hot car. And keep them 
away from magnets — a magnet will destroy all the data on 
the disk. So don’t attach them to your refrigerator; don’t 
store them near your telephone or stereo or any other 
electronic device; and don’t pile them on top of your 
magnetic paperclip holder. 
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Ks, Megs, and Disks 



I also recommend you don’t keep disks in those little 
plastic bags they often come in; the plastic can build up 
static electricity which has the potential to destroy your 
precious data. 

When you buy your floppy disks, they aren’t formatted 
and so must be initialized. They come unformatted 
because other types of computers are now using these 
handy little things, and they can be initialized for either 
type. So when you first insert an uninitialized disk, Mac 
asks you several questions. You need to name the disk 
and you need to choose to initialize it single-sided or 
double-sided. Obviously, if it’s a double-sided disk you’ll 
choose double-sided. The system may warn you that you 
are going to erase all the informadon on the disk, but 
since it’s blank, so what. WTien you finally click OK, the 
Mac will lay down the formatting it needs to store all the 
valuable info you wall be ghang it. 

It is possible to lock a disk. WTien a disk is locked, 
whoever is using it cannot change anything on it, nor 
can other files be saved onto it. To lock a disk, find the 
little black tab in the corner. You’ll notice you can slide 
it up or down. 

▼ When the tab covers the hole, the disk is unlocked. 

▼ When you can see through the hole, tlie disk is 
locked. 

A hard disk is actually a large, hard disk, rather than a 
floppy piece of film. In principle it works the same as a 
floppy disk, but it can hold a great deal more data. The 
hard disk itself can be installed inside your Mac, or it 
may be a separate unit. Either way, a hard disk is a 
storage container for holding all your documents and 
software applications, and typically holds your System 
Folder for starting your machine (see page 11 for more 
info on the System Folder). Hard disks allow you to store 
your applications and documents all on one disk instead 
of on a lot of separate floppies, making it much easier 
and faster to work. It is essential now to have a hard disk, 
as applications and documents are rapidly outgrowing 
even the double-sided disks. 



Initializing 
a New Disk 



Locking a Disk 




This disk is unlocked. 



Hard Disks 



Ks/ Megs, and Disks 



Megabytes 

Approximately 1000 K 
equals one Megabyte. 



Make Back up 
Disks 



Rule Number 3 



In fact, a hard disk holds so much data that it’s not even 
measured in kilobytes; it’s measured in megabytes/ also 
known as megs or MB. You’ve already figured out that 
one megabyte is 1024 kilobytes, right? Right. 

Now, 1024 kilobytes (one megabyte) is more than what 
one normal floppy disk can hold. Hai d disks come in 
various sizes, able to store from 20 megs to 30 to 80 to 
160 megs of information, and they’re getting bigger all 
the time. So on a small hard disk then, say 20 megs, you 
have as much storage space as on more than 25 flof)py 
disks! You can load all kinds of applications onto your 
hard disk and create all kinds of documents without 
having to fiddle with putting floppies in and out. As tlie 
software applicaUons get more and more sophisticated, 
they take up more and more space, and already there are 
applications that just can’t be used without a hard disk. 

Always back up your software applications. As soon as 
you buy a new application, make a copy of all the disks 
and use the copy (the cofjy is your back up); keep the 
original disks safe in a clean, dust-free place. That way if 
a catastrophe happens to befall your application that you 
paid so much money for, you always have an extra copy. 
Software companies, you know, won’t give you a new 
copy if you destroy yours. 

Also always make sure you have a current back up copy 
of everything on your hard disk — all your documents you 
have so laboriously created. A hard disk can “crash” and 
leave no survivors. At the end of each working day, or 
more often if it is really important, make copies (page 37) 
onto disks of eveiything you created or modified that day 
(label (he disks!). 

You certainly don’t want to lose all (hat data. A hard disk 
comes with a back up application — be sure to check it 
out. If you are in a situation where there are massive 
amounts of information to back up regularly, check into 
those applications designed specifically for the process. 

Back Up Often. Like eveiyday. 

(Noy you didn't miss Rules 1 and 2 — Rule 1 is o)i page 51; 

Rule 2 is on page d4.) 
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Starting Up 



Chapter Two 



The Mac turns on with a little switch on the back left of 
the machine — admittedly a ver)' inconvenient place. A 
Mac II, though, can also be turned on with either the big 
key with the triangle on it at the top of the SE keyboard 
(that key that is useless for ever)^body else), or the key on 
the top far right on the extended keyboard. It’s recom- 
mended on a Mac II that you always use the keyboard for 
turning it on and off, rather than the switch on the back. 

If you have an internal hard disk for your machine, as soon 
as you turn it on it will boot up from the System on the 
hard disk. (The term “boot up” comes from the idea of 
pulling itself up by its bootstraps, as the Mac is going into 
its own System and turning itself on.) 

If you have an external hard disky that piece of hardware 
should be turned on first, and then turn on your Mac. 

If your computer has any other sxvitches for turning it on, 
either on top of the monitor or on the keyboard, the 
switch on the back of the Macintosh must always be 
turned on as well (see page 93). 

If you don’t have a hard disk (you can read a little about 
hard disks on page 9), then you must insert a floppy disk 
with a System Folder on it. The System Folder, whether it 
is installed on your hard disk or stored on a floppy^ must have 
at least tu'o icons in it: the System icon and the Finder 
icon (shown below, right). Without those two items in 
the machine, it can’t start itself up; it will spit out any 
other disks you try to insert and will give you the sad-Mac 
face. The System Folder is an extremely important item. 
Although you caxi rename the folder, I strongly suggest 
you don’t, just to keep the concept clear. 

The System and the Finder are sort of like this: You are 
going on a trip. Your car is full of gas. You have the keys. 
You put a key in the ignition and start the car; the engine 
hums. But you can’t get to wiiere you’re going yet — your 
car will sit in the driveway all day humming away until 
w'hat? (Go ahead — think a minute.) Until you put it 
in gear. And that’s sort of like w'hat tlie Mac does: Your 
machine’s plugged in. You turn it on. The screen gets 

System 7 update: System Folder, page U9. The basic concept is the same, but what 
you see inside the System Folder looks a little different. 



Turning It On 



Internal Hard Disk 



External Hard Disk 



Other Switches 



System Folder "y/ 

^ ^ 



System Folder 



The System and 
The Finder 




System Finder 
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Starting Up 



Inserting a Disk 



t 




Start up disk 



System and 
Software 
Versions 



Only One 
System per 
Computer! 



bright and that little picture is flashing. But you’re not 
going to get anywhere until you pul it in gearhy inserting 
a System and a Finder (the Finder runs the Desktop). 

If you are not working from a hard disk, then the 
System disk is inserted into the internal drive (the drive 
is the little slot in the machine that takes the disk). Disks 
go in with the label-side up (the side that does ?iol have 
the round metal piece on it), and the metal end goes in 
first. Your application, or program disk, then goes into 
the external drive (usually a little box that sits on the 
right side of the computer). You can save data onto either 
disk, pro\ided there is enough room. (Some Macs have 
two drive slots on the monitor; in that case, put the 
System disk into the top slot and the application disk 
into the bottom one.) 

If you are working from a hard disk, then your 
applications are probably already inside the computer 
and you won’t need to insert any other disks to access 
them. You’ll be inserting disks to save back up copies or 
to install other files onto your hard disk. Either way, on 
the right side of the screen you will see icons, or pictures, 
of the start up disk and any other disks that have been 
inserted (see Chapter 8 for more info on icons). 

The disk icon that appears on your Desktop in the upper 
right corner is the slart up disk, the disk that holds the 
System Folder that booted (started) the Mac. 

All computer software is constantly being upgraded and 
updated, making them more efficient, powerful, magical. 
The developers let you know which upgrade you have by 
labeling them with version numbers. At the moment of 
this going to press, the Macintosh System version is 6.0.7 
(unless you are using System 7; see the introduction on 
p 2 ige 5). The Finder version is 6.1.7. 

As the System upgrades, tlie software programs are created 
to work with the particular nuances of the newer System, 
so it’s a good idea to keep up on them. Although you 
don’t have to use the newest System, it’s usually free, so 
why not take advantage of it? 

You should never have more than one System in the 
computer. This will invariably end in a bomb (see page 95). 
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The Desktop 



Chapter Three 



The Desktop is what you see on the screen when you ’ The Desktop 
first boot up your Macintosh; it’s also known as the or Finder 

Finder* Consistent with the Mac environment that 
analogizes everything to parts of our real life, this Desk- 
top works much the same as your desktop at home or in 
your office: You have desk accessories (under the Apple 
menu) such as a calculator, a clock, and a note pad. You 
have a filing cabinet (the disk) that stores all your file 
folders full of information. You have as many file folders . 
as you could possibly want to organize it all. You can put • 
folders inside of folders inside of folders ad mfinitum 
(well, about 12 layers anytvay) just like you would organ- 
ize your hanging files. You even have a trash can. 

It’s a good idea to keep your Mac Desktop organized. Just • 
like you would your office desktop. Create new folders 
(from the File menu; also see page 33) for each category 
of information, and store all applicable files in it. If you 
create a new folder at the Desktop before you begin work 
in an application, then you can put your new document 
right into that folder when you Save (see page 35) . This 
way, when you come back to the Desktop every'thing is 
organized and in its folder so nothing gets misplaced. 

Whenever you Quit working in an application, Mac 
automatically takes you 
back to the Desktop. If 
you don’t see the name 
“Special” in the menu, 
or if there is no trash 
can, you are not at the 
Deskiof ) — ^you are still in 
the application. To get 
to your Desktop, from 
the File menu choose 
“Quit,” not “Close.” 



llie Desktop; 
also knoum as the Finder. 




13 








The Desktop 



Organizing ' Below is an example of a neatly organized Desktop 
Your Desktop window, utilizing the hierarchical filing system (HFS), 

. which is a fancy way of saying folders-inside-of-folclers. 

. Each categor)' of sofUvare or documentation has its own 
• place, and inside these folders may be other folders, 

' each compartmenUilizing specific daUi. It’s much easier 
to keep things organized on a Macintosh Desktop than it 
is on an oak desktop. 



1 2 items 




1 8 ,334K in disk 838K available 
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A hard disk window on the Desktop, using the foldet's 
to organize all the files. 
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The Mouse 



Chapter Four 



The mouse, of course, is that handy little piece of 
hardware that controls the movement of the cursor on 
the screen. As you move the mouse across the desk, the 
cursor moves across the screen in the same direction. 

In most Macintosh applications, you cannot fully utilize 
the program without the mouse. A few programs give 
you the option of doing absolutely everything from the 
keyboard if you choose; but why learn 450 keyboard 
commands — isn’t that exacdy what we’re tr\ing to avoid? 

The mouse is used in several different ways: 

A single click is a quick, light touch on the button of 
the mouse, with the cursor (be it a pointer or an I-beam 
[page 41] or anything else) located at the spot of your 
choice on the screen. 

A single click with the arrow' on an icon at your 
Desktop will select the icon; a single click with the 
I-beam will set doiun an insertion point. 

A double click is a quick click-click on the button, again 
with the cursor located at the appropriate spot on the 
screen. A double click has to be quick and the mouse 
must be sUll, or it will be interpreted as tw'o single clicks. 

Double-clicking on a file w'ill usually open that 
file; double-clicking on a word will select that 
word for editing. 

A press is simply pointing to something and holding 
the mouse button down. 

Pressing with the pointer on the menu lets you sec 
the commands under that item; pressing on the 
arrows in a scroll bar scrolls through that w'indow. 

Press-and-drag is to point to the object or the area 
of your choice, hold/press the mouse button doivn, and 
drag^CTOSSy letting go w'hen you reach your goal. 

Choosmg menu commands is a press-and-drag 
function; draggirig icons the screen is 

a press-and-drag function; selecting text is a 
press-and-drag function. 



The Mouse 




Single Click 



Double Click 



Press 



Press*and*Drog 

(aho knowHy 
misleadinglyy 
as click-and-drag) 
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The Mouse 



The Pointer 



Cleaning 
the Mouse 



When you’re using the pointer, remember that the part 
of the pointer that does the trick is the very tip, called the 
“hot spot." So be sure that the extreme point is in the 
area you want to affect. 



The hot spot 



=E!3= ^ pointer 

does the trick. 



It\s important and easy to keep your mouse clean. As 
you’re rolling it around you can feel if any cat hairs or 
dustballs have gotten inside. Take it apart regularly and 
clean it, following these steps: 

1 • Take the mouse in your hand and turn it 
upside-down. 

2 . With your thumbs, slide the round wheel to the 
left until the little marker on the wheel points 
straight up to the ‘‘O” (those little symbols on the 
back of the mouse actually are an “O” and an “L” 
for Open and Lock). This will open the lid. 

3 . Turn it back over into your left hand so the lid 
and the ball fall out into your palm. 

4 . You can clean the ball with a soft, dry' clotli; clean 
the rollers inside with a cotton swab dipped in 
rubbing alcohol. 

5. When clean, put the ball in your left hand; with 
your right hand place the mouse on top of the ball 
and flop your hands over. This places the ball 
safely into its little cubby. 

6 . Put the lid back on and twist it to the right, lining 
up the marker with the “L” for Lock. 

7 . That’s it! 
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Menus 



Chapter Five 



Across the top of the screen is the menu. This is called 
a pull-down menu, because when you point to a menu 
item and press the mouse button down, a list of menu 
commands drops down. 

^ ^ FMe Edit Uiem Special 

The Desktop Menu 



Pull-Down 

Menus 




To choose an item in the menu, simply keep the mouse 
button pressed and slide the pointer down; you’ll notice 
that certain commands become highlighted, or selected, 
as you pass over them. WTien the command you want is 
highlighted, jxist let go of the moiise button — don 't click! 



Choosing a 
Menu Item 




In some programs the pull-down menu itself contains a 
pop-out menu where you not only slide doimy but also 
out to the side, usually in tlie direction of the arrow. 



Pop-Out Menus 



Formdl 






Font ^ 

Size ► 

Style ► 

fliignment P 


Chic <tijo 


Courier 

Geneuo 

Heluetico 

Monaco 

Times 





In the list, you can see that some commands are in 
black letters and some commands are in gray. WTien 
a command is gray, it means that particular item is not 
available at that moment. 

The most common reason tliat a command is una\^ilable 
is tliat something was not selected before you went to tlie 
menu. For instance, you cannot choose “Open” from the 
File menu if you haven’t first selected a disk or file as the 
item to be opened (to select something, click once on it). 



Gray vs. Black 
Commands 



hli> 



Neui Folder 
Open 
Clove 
Gel Into 
Eject 



System 7 update: the Desktop menu, page / 13 
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The Menu 



Keyboard 

Command 

Shortcuts 



rile 


New Folder 


SSN 


Open 


ISO 


Get Info 


^1 


Eject 


90E 



Ellipses • •• 
& Dialog Boxes 



I 



To the right of the commands in the pull-down menu 
you often see a little code, such as §€ N. This is a key- 
board shortcut you can use instead of using the menu. 

If you hold down the Command key (the one with the 
cloverleaf symbol on it: §§) and press the letter associ- 
ated with it, then the computer reacts just as if you had 
chosen that command from the menu. For instance, if 
you click once on a file to select it and then press §6 O, 
the selected file will open Just as if you had chosen that 
command from the File menu with the mouse. 

The people who designed tlie Mac interface have been 
very' thoughtful — as many as possible of the keyboard 
shortcuts are alliterative: 3§0 Opens files; §€ P Prints; 
3§E Ejects; sew closes Windows; etc. Also see the 
following chapter. 

Anytime you see an ellipsis (the three dots: •••) after 
a menu command (as in “Open...”), it means you will 
get a dialog box. There are different varieties of dialog 
boxes, such as alert boxes or message boxes, but basically 
they all are meant to communicate with you. 

Dialog boxes ahvays give you an option to Cancel, so it 
is quite safe to go exploring menu commands this way. 
Just choose a command that is follow^ed by an ellipsis, 
check out the dialog box, then click Cancel. Even if you 
clicked around on buttons or typed in the dialog box, 
clicking Cancel will make sure none of your changes are 
put into effect. 



Saue publication as [ t )«< t ] | OK jj 

[ Priue ] [ Cancel ) 
a Hard Disk 



Saue as: 

(S) Publication 
O Template 



[aHard Disk] 



CD Freelance 




CD Inuoicing 




CD MacDosics 




CD PM3.0 


r 


CD Programs 




CD Publications 


Q 



Neui Document 



A **Save as... dialog box; notice you can Cancel. 

You can also choose to eject a floppy disk before you Cancel 
if you need to eject or sxvap disks. 
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Important 

Keys 



There are several keys on the Macintosh keyboard 
that are particularly important and useful. They come 
in handy for shortcuts, manipulating images, accessing 
alternate characters, and any number of things in 
specific applications. 

Speaking of keyboards, there are basically three kinds for 
the Mac: two standard keyboards with the keypad at the 
end (like a ten-key adding machine) — one version for 
the Mac Plus and older models, and one for SEs, Classics, 
and similar models — and the extended keyboard that has 
all the function keys and other little arcane sets of keys. 
Often people think the standard keyboard is tlie extended 
one because it has the numeric keypad that we didn’t have 
on our typewriters. It isn’t. All the keyboards generally have 
standard characters, but there are several keys that are 
placed diflerently, depending on which model you have. 
No matter where they are placed, though, all keyboards 
have the following keys, and they all operate the same. 

The symbols noted under each heading are the symbols 
that appear in menus to indicate pressing that key. They 
are usually used in combination with letters — always hold 
down all the descriptor keys (Command, Shift, etc.) and 
give a quick tap on the letter key associated witli it. For 
instance, to Open files the command is often 3§ O: hold 
down the Command key while typing a quick O. 

The Command key is on the bottom row’, the key with 
the California freew^ay cloverleaf symbol on it: S§. On 
the SE and extended keyboards it also has an apple on it, 
and you may hear it referred to as the “Apple key.” The 
symbols you see in the menu are referring to this key, and 
most applications have keyboard shortcuts using it. 

Next to the Command Key is the Option key. It’s often 
used in combination w’ith the Command key and/or the 
Shift key. It’s through the Option key that you access the 
special characters, such as 0 and ®, as well as accent 
marks, as in resume and pinata (see page 48-50). 

The Backspace key, called Delete on most keyboards, 
is located on the upper right. The name w’as changed to 



Chapter Six 



The Keyboard 



Command Key 



OpHon Key 



Backspace or 
Delete Key 
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Important Keys 



Tilde Key 

Escape Key 
esc 

Control Key 



Return Key 



Enter Key 



Spacebar 



Shift Key 

0 

Caps Lock 



! 



Delete because that’s really what it does — whatever 
is selected will be removed when the Delete key is hit; 
whatever letter is to the left of the insertion point will 
be deleted as it is backspaced over. 

The Tilde key (-) is located on the upper left of some 
keyboards and next to the Spacebar on others, including 
the extended keyboards. It’s often called the Undo Key, 
because in certain applications it will undo the action 
immediately preceding. Although on the SE and the 
extended keyboards the upper left key now says esc 
{escape) and the Tilde has been placed next to the 
Spacebar, in many applications <?5ccan still be considered 
the Undo key because it often does the same thing. 

The Control key, found only on the bigger keyboards, 
doesn’t do much yet; in most applications it’s just a dead 
key. They say it’s something we’ll grow into. You can type 
the Command key symbol with it: in the Chicago font, 
press Control Q to produce §6 (but not in System 7). 

The Return key is often used for other procedures than 
simply starting a new paragraph. For instance, any button 
in any dialog box that has the double border around it 
can be activated with tlie Return key instead of tlie mouse. 
Different programs use it in different ways. 

The Enter key on the keypad will also activate buttons 
with the double border. Just the same as the Return key 
as noted above. Again, different programs use the Enter 
key in different ways. 

The Spacebar is represented in menus by the symbol 
shown to the left or as a blank space. That’ll really throw 
you. How' long does it take to figure out that §g 
means press the Shift key, the Command key, and the 
Spacebar? 

The Shift key is one of the most common keys used in 
keyboard shortcuts, symbolized by an upward arrow'. 

Just a note: the Caps Lock key does not act Just like the 
Shift Lock on a typewriter — in Caps Lock you get capital 
letters, yes, but you do not get the characters above the 
numbers or above the punctuation. If you want the Shift- 
characters you must still press the Shift key to get them. 
Some keyboard shortcuts will not work if the Caps Lock 
key is dowm, so check for that if you’re having problems. 
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Windows 



Chapter Seven 



A window, as shown below, is a basic, fundamental 
interface of the Macintosh. If you imagine your disk as a 
filing cabinet in which you store all your work in manila 
folders, then opening windows is like opening file drawers 
to see what’s in the cabinet. It’s important to know all the 
litUe tricks in using a window, as you’ll find windows in 
almost every application. They’re simple and fun to control. 



Windows 




Title Bar 



Close Box 



Zoom Box 



Hard Disk 



Information 
Bar, or 
Header 



Icon 



* 1 4 items 



17.596K in disk 



1 ,575K available 






System Folder Utilities Programs Freelance 



L 



HyperCard Intro /Work Pagemaker Publications 






Scroll 

Arrow 



White 
Scroll Bar 






o 






Scroll 

Box 



Gray 

Scroll 

Bar 



Size Box 



Hidden 

Icon 



The title bar is ihe area at the top of the window in 
which, logically, the title appears. This title refers to the 
disk, folder, or document you have opened. If you press- 
and-drag in die title bar, you can move the window 
around the Desktop; it moves as an outline. Just let go 
when you have the outline placed where you want. 

If you have more than one window open, only one 
will have lines in its title bai'; this means it’s the 
window* If the windows are overlapping, the active 
window is the one that is foremost. 



Title Bar 

Moving the 
Window 




Active Window 



The active window is the window that the commands 
from the keyboard or die menu will affect. For instance, 

System 7 update; Whc/ow5, pope 109; menu in fifle bar, page W . 
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Windows 



To Make the 
' Window Active 
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if you go to the File menu and chose “Close,” it will close 
the active window. If you ask for a “New Folder,” the new 
folder will appear in the acdve window. 

To make a \vindow active, simply click on any visible 
part of it; this will also bring that window to die front of 
any others. You may have to move other windows around 
in order to see the window you w^ant to make active. 

To move a window^ without making it active, hold 
dowm the Command key w^hile you press-and-drag 
in its tide bar. 

Sometimes you can’t see the window itself but you can 
see its gray icon; in that case, double-click on the gray 
icon to bring its window forward and thus make it active. 
(Also see pages 29 and 98 regarding gray icons.) 

On the bottom right corner is the size box. If you 
press-and-drag in the size box, you will make the window 
larger or smaller. 

On the upper right corner is the zoom box. If you click 
in the zoom box it will enlarge to fill almost the entire 
Desktop. If you click in it wiien it’s large, the window will 
zoom back down to the size it was^w.?/ before you zoomed 
it larger. 

Along the right and bottom edges of the window are the 
scroll bars. The scroll bars allows you to view everything 
in the window, even if it cannot all fit on the Desktop 
or if die window is sized too small. You’ll nodce in the 
example on page 21 that the scroll bar along the right 
side is gray, wiiile the one on the bottom is white. 

Wlien a scroll bar is gray, it’s indicadng that there are 
other items in the window you can’t see. In the example 
on the previous page, you can see a folder along the 
bottom edge that is barely \isible, so the scroll bar is 
gray, telling you something more is beyond its borders. 

WTien the scroll bar is white, it’s indicating there is 
nothing more in the direction of the arrows (the hori- 
zontal direction in the diagram) than what you can see. 

At eidier end of the scroll bars are the scroll arrows. 
Wlien the scroll bar is gray you can press on a scroll 
arrows making the contents of the window glide past 
you as the scener)' outside a train window\ 

System 7 update: active window and zoom box, page 1 1 0 



Windows 



Notice the little scroll box in each scroll bar. As you 
press on the arrows, this box moves so you can see where 
you are in the window. WTien the box is all the way at 
one end, that’s the end of the window'. 

Another useful technique using the scroll box is this: if 
you press-and-drag the scroll box, you can move it to any 
position on the scroll bar, let go, and the window' will 
immediately jump to that particular place rather than 
scrolling through evenahing. This is ver)« handy inside 
an application where you have a long document and 
scrolling with the arrow's w'ould take too long. In some 
applications a number appears within the scroll box to 
indicate what page you’re on. 

There’s yet another way to use the scroll bars: if you 
simply click the pointer in any gray area of the bar, 
the window will move up, dow'n, or across, usually a full 
window view — w'hat was at the bottom of the view' will 
then be at the top or vice-versa. 

Just under the title bar you’ll find some ver\' useful 
information: if your loindoxv is shoiomg icons, you’ll see 
how many items are in that window', how much space is 
being used up on the disk, and how much space is left on 
the disk. On a hard disk, the numbers are still referring 
to kilobytes, so Just round it off to megs by referring to 
the number in the thousands place (e.g., 7,856K would 
be almost 8 megs). If your window is not showing icons, then 
the information bar indicates how' your files are currently 
being organized (see “Viewing the Window,” below). 

And, of course, in the upper left is the close box. 
Clicking once in that little box will close the window for 
you, sending it back to the disk or folder it came from. 

The Macintosh always tries to allow things to happen in 
a w'ay that you feel is most workable for you. The view 
of the window is another good example — you can 
choose to see what’s in your window in a variet)' of w'ays, 
all appropriate for different purposes or styles. 

These different \iews are found, of course, in the View 
menu when you’re at your Desktop. Wlien you choose 
one, the active window will appear in that choice (the 
active window', remember, is the one that has the lines 
in its title bar). The view will stay that way until you 
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System 7 update: Scrolling, page HO; Info bar. or header, page 123: 
major conveniences in viewing and customizing the window, page HO. 
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Windows 




Name 



CD Children 
CD Freelance 
CD HC Book 
CD HyperCard 
Q Intro /Works 
CD Tap Dance 
CD Utilities 

Notice the 
underline in the 
infcmnation bar 
indicating which 
view is being 
displayed. 
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change it. As you change tlie views, you’ll notice the name 
of the \dew you have chosen is underlined in the window. 

Wliile \iewing the files as a list, you can still manipulate 
them just as if they were icons (i.e., pick them up and put 
them in the trash or in another folder, rename them, 
copy them, open them, etc.; see Chapter 8 on Icons). 

View by Small Icon keeps that feeling of looking at 
pictures, if that’s what you prefer, but the icons are tiny 
so you can fit more in the window. They’re not in any 
specific order. 

View by Icon is what you npically see — pictures 
representing the data. Visually-oriented people tend to 
prefer this style. Again, the files are in no specific order. 

View by Name turns the icons into text for those who 
prefer looking at words rather than pictures. A tiny little 
icon is still present so you can see what sort of file it is. 
They’re listed in alphabetical order by name. 

View by Date lists the files in chronological order 
backwards from the date they were last modifiedj not the 
date they were originally created. This is handy when 
you have, for instance, several budget documents and 
you want to see the most recent version. 

View by Size lists the files in order of size, beginning 
with the largest. It tells you how many K (kilobytes) that 
particular file is taking up on your disk. This is handy if 
you need to remove something to make room; you can 
see which files to remove to clear enough space. Unfortu- 
nately, it won’t show the size of folders; to find their size 
you need to select tlie folder and choose “Get Info” from 
the File menu (see page 31). 

View by Kind lists the files in groups of applications, 
documents, or folders. This is handy if you want to see a 
list of all your applications, or all the documents in your 
budget folder, etc. 

View by Kind is particularly useful for a folder 
that holds an application and all its accessories — 
dictionaries, tutorials, technical files, samples, etc. 
This view wall always put the application itself at 
the tof) of tlie list so it’s easy to find. 
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Windows 



When you’re viewing icons in your window, they often 
get all scrumbled up and look like a mess. To align them 
all nicely, simply choose Clean Up Window from the 
Special menu — all the icons will fly to the nearest little 
cubby available on the underlying invisible grid. 

WTien they fly to the nearest spot on the grid, 
though, there are often spaces left available 
w'here another icon could ht in. If you want 
them to all line up in rows, from left to right 
with no empty places, hold down the Option key 
when you choose “Clean Up Window^” 

If an icon is selected, then the menu will say “Clean Up 
Selection,” in which case just that selected item will be 
straightened up. Older systems mayjust say, “Clean Up.” 
It works the same. 

This is the Imtton / want in my house — the dishes jump onto their shelves, the 
laundry puts iLselfaway in the draufers, and all the toys go bach in the toybox. 

To close all the windows that are open on your Desktop, 
hold down the Option key wiiile clicking the active 
window’s close box; they’ll all go away one after another! 

If you have System 6.0 or higher, you’ll notice in 
the File menu there is a keyboard command for 
closing the active window^: Command W. If you 
w'ant to close all the window^s at once, press 
Command Option W and all the window^s will 
fly away home. 

Note: Unless you are in System 1, this will not wadi if a 
Desk Accessory is the active window; nor will it work if 
the Caps Lock key is down. 

Another fancy trick to close all the windows is 
to hold down the Option key when you choose 
“Quit” from any application. Keep holding the 
Ofdion key down until you see your Desktop. WTien 
you arrive, there won’t be a single window open. 

If you use this trick you can legitimately call 
yourself a Pow'er User. 

Often the file you w^ant to open is buried within 
several folders. Hold the Option key down while 
you double-click to open those folders. They’ll 
close up behind you as you go along. 
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Windows 



Print the 
Window 
on on 
ImogeWriter 






Print 
the Screen 



Occasionally you may have a need to print the informa- 
tion you find in a particular window; for instance, to 
make a list of all tlie documents that are on that floppy 
disk, or all the dated budget files that are in the Budget 
folder. You can't do this on a laser printer, though. 

To print the info in the window: 

▼ Turn on your printer. 

▼ Make sure the window that contains the data you 
want is the active window (click once on it). 

▼ Hold down the Command and Shift keys and 
press 4 (Command Shift 4); when the printer 
responds you can let go. 

The above procedure prints only tlie contents 

of the active window; if you want to print everything 
on the screen, the whole screen and nothing but the 
screen, then do the same as above but this time press 

the Caps Lock down before you press Command Shift 4, 

This way you can print tlie contents of any and all open 
windows. 

If you want to print a picture of your screen on your laser 
printer (and you are not using System 7), you can create 
and print a screen dump, or screen shot. See page 30. 



System 7 update: print the window or the screen to a laser printer, page 107. 
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Icons 



Chapter Eight 



Icons — the little pictures you see on the screen — are 
another intrinsic part of the Mac interface. Instead of 
having to type in a code to get into an application or 
document, you simply click on the icon representing it. 

A note about clicking on icons — if you’re tiying 
to select or open it, don’t click on the narney or 
the icon thinks you want to change the name. 

W^en you initially turn on your machine and get to the 
Desktop (as on page 13), you’ll always see an icon of the 
disk you’re using, whether it’s a hard disk or a floppy 
(the hard disk icon may look different than this one 
shown, depending on where it is and what kind it is). 

▼ Single-clicking on a disk icon v\dll select it. 

▼ Double-clicking on a disk icon will open it 
to show you a window holding all the files. 

Note: If a disk icon is gray, it is either already 
open (page 29) or has been left in Rr\M after 
being ejected (page 98). 

Whenever you have a window open, most likely you’ll 
see folder icons. They act Just like folders in your filing 
cabinet. Be sure to read the following chapter on 
Folders, as they are an important organizational tool. 

▼ Single-clicking on a folder will select it. 

▼ Double-clicking will open it to show you a window 
^vith all the files that are stored in that folder. 

Inside the folder named System Folder are all the 
system icons that help run the Macintosh, as well 
as a variety of icons that are for extra or fancy options. 
The ones that look like little Macs are system icons 
that perform essential operations. You’ll see one called 
System and one called Finder — if those two are not 
inside the System Folder, you won’t even be able to 
use your machine. 

▼ Single-clicking on a system icon will select it. 

▼ Double-clicking will give you a message telling you 
an application can’t be found or that it is locked 

or in use. That’s because system icons are just visual 



Icons 




Disk Icons 




Floppy disk 



I ‘ I Hard disk 



Folder Icons 




System Icons 





S/stem 7 update: renaming and creating your own icons, page I ! 2; 
folder icons, page 109; system icons, page 1 19. 
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Icons 



Printer Icons 







Application or 
Program Icons 




MacWrite II 



Document Icons 




Peaches 




Article 



representations of the data on your disk that makes 
them work — there’s really nothing to look at besides 
the cute little icon. 

Also in your System Folder are printer icons. In order to 
print to any printer, you must first have the icon inside 
your System Folder. If it is not in the System Folder, then 
when you go to the Chooser (see page 81) to tell Mac 
which printer you want to use, there will be nothing to 
designate and you won’t be able to print. 

▼ Single-clicking on a printer icon will select it. 

▼ Double-clicking will give you the same message 
as the one you get with the system icons, for the 
same reason. 

The application (or program) icons are the fancy ones. 
These belong to the actual applications (the software 
programs). Each application has its own design, so tliey 
all look different, but what they have in common is that 
they all try to give some sort of visual clue as to what they 
do. For instance, in the icons to the left you can see that 
MacPaint is an art program; MacWrite II is a word 
processing program. 

▼ Single-clicking on an applicadon icon will select it. 

▼ Double-clicking will either open to a new, blank page 
within that program, or at least to a dialog box where 
you can choose to create new, blank page. 

Document icons represent documents, or files, that you 
have created in any particular application. Wlienever 
you are working in an applicadon and you save your 
document with a title, a document icon is created for 
you on your Desktop. 

Document icons almost always look like a piece of paper 
with the top right corner folded down, or perhaps a 
sheaf of papers or a stack of cards. Typically they have 
some resemblance to the application they w'ere created 
in, as you can see by the MacPaint and the MacWrite 
icons on the left. 

▼ Single-clicking on a document icon will select it. 

▼ Double-clicking will usually open the applicadon in 
which the document was created, with that particular 
document on the screen. (If you get an error message, 
check page 94, “Can’t open a file.’’) 
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Wlien an icon is gray, as the one on die right, that means 
it’s already open. Maybe you don’t see the icon’s window 
because it’s hidden behind another open window, but 
you know it’s open somewhere. (If a floppy disk icon is 
gray, but it is not in the machine, see page 98!) 

▼ Single-clicking on an open icon will select it. 

▼ Double-clicking will bring its window to the front 
as the active \\^ndov^^ 



Open (Gray) 
Icons 



f 



When an Icon is blacky like the one on the right, that 
means it is selected — it got selected by someone clicking 
once on it. Once an icon is selected, you can press-and- 
drag it somewhere; menu commands will affect it, such 
as Open or Put Away or Clean Up Selection; you can 
change its name by typing. 

▼ Single-clicking is what selected this icon in the 
first place. 

▼ Double-clicking a selected icon will open it just 
like any other icon. 

The trash can icon works Just like the trash can in your 
yard — you put things in it you don’t want anymore and 
the garbage collector comes and takes it away and you 
never see it again. 

To put something in the trash: Press-and-drag an icon 
over to it. When the can becomes black, let go and the icon 
will drop inside. If you find a bunch of garbage hanging 
around outside the can, it’s because you didn’t wait for 
the can to turn black — ^\'ou Just set it down next to it. 

Tr\' again. The tip of the pointer musi touch the can! 

To remove something from the trash: If you double- 
click on the trash can you’ll find that it opens up to a 
w'indow,Jtist like any other w'indow. So if you decide you 
want that item yoti Just threw away, you can go get it. 
Either press-and-drag the icon back to the disk/folder it 
came from; or click once on it to select it, then from the 
File menu choose “Put Aw'ay” and it wall go right back 
where it came from. How does it know? 



Highlighted 
(Black) Icons 




Trash Can Icon 








Don’t count on anything staying in the trash very long, 
though! Read on . , . 



Sy5/em 7 update: Trash can, page f03. 
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Icons 



I 

f 

Screen Dump 




Screen 0 



You can empty the trash by going up to the Special 
menu and requesting “Empty Trash.” Once you do that, 
it’s gone forever. No amount of citing or pleading or 
screaming or kicking will bring it back. Believe me. 

Now, you can empty the trash yourself, as noted above. 
But sometimes the garbage collector comes when you’re 
not looking, so don’t count on it staying there ’til you 
empty it. Whenever you eject a disk, copy a file. Shut 
Down, Restart, or turn off the computer, the trash gets 
emptied. Whenever you open an application, the trash 
gets emptied. Whenever the power goes out, even for 
a split second, the trash gets emptied. And if the Mac 
runs out of RAM (Random Aaccess Memory, where 
everything stays until it gets saved to a disk), Mac herself 
will empty the ti ash for you and take that memor)^ space. 
So be careful. 

Wlienever anything Mac thinks is important has been 
put in the trash, such as an application or system icon, 
you’ll get a dialog box asking if you really want to throw 
that away. That’s nice. 

If you don’t want to see the warning dialog box, 
hold down the Option key while trashing the item. 
Unfortunately, Mac doesn’t think anything have 
created is wortli warning you about. 

Wdien trashing items to make more space on 
the disk, the trash must be emptied before the 
space will open up; watch the numbers in the 
information bar of the window when you 
empty the trash. 

Occasionally you will see or create an icon that is named 
Screen 0 or Screen 1, etc.; this is a screen dump. A 
screen dump is a picture of the computer screen at 
tlie time you pressed the special key combination. 

Wlienever you press Command Shift 3, a MacPaint 
screen dump, or screen shot, is created for you; an icon 
for the shot will appear in the window that contains the 
System Folder. You can open MacPaint, open this file 
(or use almost any paint program with the MacPaint 
button in the Open box chosen), and \iew/change the 
image just like you would any other paint image. Then 
paste it into another document. 
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For instance, all the images in this book were created 
using screen shots. With the image on the screen in its 
natural habitat, 1 pressed Command Shift 3. Then I 
opened DeskPainl and opened the Screen 0 file that had 
been created. Since the screen shot took a picture of tlie 
entire screen, I had to erase all the excess stuff around 
the image. Then I could change, resize, rotate, flop, etc., 
the graphic. I put the images in the Scrapbook (page 86) 
and later pasted them onto these pages. 

You can create up to 10 screen dumps, and they’ll be 
labeled 0 to 9. You can create more, but you have to 
rename the others first. 



Get Info is not an icon, but a menu item that can give 
you important information about any file represented 
by an icon on your Desktop, be it applica- 
tion, document, system, printer, or folder. 

Select an icon, any icon, by clicking once 
on it; then from the File menu choose “Get 
Info.” You’ll get a little information window 
that tells you interesting things about the 
file, such as how big it is, when it was made, 
which software program it was created in, 
which softu'are version you have. 



Get Info 



Info 



ToadHall 



Locked Q 



Kind: PageMaker 4.01 document 
Size : 42K on disk (42 J 76 bytes used) 

Vhere : Hard Disk : Robin : 



Created : Wed, Jun 26, 1991 , 1 :33 PM 
Modified: Ved, Jun 26, 1991 , 1 :52 PM 
Version: n/a 



Comments : 



The nicest thing about this window is 
you can type in your own information ^ 
in the box at the bottom (the insertion 
point flashes, waiting for you to type). This 
comes in ver)^ handy: you can write notes to 
yourself about that particular hie and what it contains, 
briefly detail this budget hie from tliat budget hie, 
record any bugs you find in it, make note of further 
changes you want to employ, leave notes for your lover, 
etc. The information you type is automatically saved. 

(If at some point you chooose to rebuild your Desktop 
[see page 92], the rebuilding process will unfortunately 
destroy any Get Info notes. Darn it.) (Even happens in System 7.) 

The info on the following page explains the little 
“Locked” checkbox you see in the upper right. 



Party invitations-get these in the mail by the 
first. 



This is the box 
in which you can 
type your own notes. 



System 7 update: Get Inh boxes and stationer/ pods, page 107: customizing icons, page i 12. 






31 



Icons 






Locking the File 


There is a Locked checkbox in the upper right corner 
of the Get Info window. If you check this box (click 


Locked ^ 

This file is noxu locked. 


once on it), the file cannot be renamed or inadvertently 
thrown away — as soon as it hits the trash a dialog box will 
come up telling you a locked file cannot be thrown away. 
It also becomes a Read-Only file: anyone can open and 
read the file, but no one can save any changes to it. This 
is handy for sending around copies of a document and 
ensuring no one accidentally changes anything. You 
can’t even change the Get Info notes. 


f 

• 


If you hold down the Option key, you can 
throw away a locked file. Uh oh. 


Locked 

This file is now unlocked. 


To unlock the file, simply click in the checkbox again. 
If there is no X, it is unlocked. 


Moving Icons 


To move iconS/ simply press-and-drag on them. You can 
put any icon into or drag any icon out of any folder icon. 
Also see Chapter 10 on Copying/Selecdng. 


"y/ Renaming 

^ Icons 


To rename an icon, click once on it. When it turns 
black, simply type and the name will change. If the 
name does not change, click once more on the icon; 
sometimes it insists on two single clicks (not a double-click!) 
as a safety feature protecting you from changing the 
name accidentally. Use standard word processing 
procedures to set an insertion point, double-click a 
xoord to select it, backspace to delete, etc., as detailed 
in Chapter 12 on Typing. 


Undo 
Icon Name 
Change 


If you perchance do accidentally change the name of an 
icon (which is very easy to do — files have been known to 

mysteriously change their names to WWWWW^W or 

while you weren’t doing anything but leaning on the 
keyboard), you do have one chance to restore it to its 
original form: Undo. As soon as you see this mistake has 
been made, from the File menu choose “Undo.” If you 
haven't done anything^xnce this minor catastophe (and 
things could be worse). Undo m\\ restore the original 
name, even if you forgot it. If you are too late to catch 
Undo, you’ll just have to rename it yourself 
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System 7 update: renaming icons, page 1 12. 



Folders 



Chapter Nine 



Folders are essential to the organization of your work 
on the Mac. They are, of course, \isual representations 
of our office and home environment, and they function 
in much the same way. 

You can consider your disk to be the main filing cabinet. 
When you store items in a filing cabinet, you don’t just 
toss them in the drawer, do you? Can you imagine what 
a mess your filing cabinet would be without folders? 

Many Macintoshes become Just as messy and just as 
difficult to find work in. It’s ver>^ important to learn 
to take advantage of the folders. 

You can create your own news empty folders by 
choosing “New Folder” from the File menu, or by using 
the keyboard shortcut, Command N. The new folder will 
appear in the active window. 

The new folder shows up in the active window already 
highlighted, or selected (it’s black), witli the name 
“Empty Folder.” Mac assumes you want to change the 
name, so while it is black you can just type the name you 
want it to have and the new name will appear. If you type 
an error, just backspace over it (use the Backspace or 
Delete key in the upper right of the keyboard) and 
continue typing. You can use up to 27 characters, but 
you can’t use a colon. 

If you accidently unhighlighted the new folder before 
you changed its name, or if you want to change tlie name 
of any other folder, it is sdll very eas)' to do: simply click 
on the folder and it wdll turn black. You’ll notice the 
pointer changes from an arrow to an I-beam when it’s 
pointing to the name of the folder; this is a visual clue 
that w'hatever you type now will replace the tide that is 
already there. So go ahead and type the new name while 
the folder’s black. 

If typing while the folder is highlighted doesn’t change 
its name, click once more on the folder; sometimes it 
insists on tivo single clicks (not a double-click!) as a safety 
feature protecting you from changing the name 
accidentally. 

System 7 update: expanding and compressing folders, page J09; 
creating a new folder, page W, renaming icons, page 112. 



Folders 




Creating a 
New Folder 



Naming the 
New Folder 



Ernptg Folder 



changing 
the Name 
of a Folder 





Letter^ 



The pointer changes 
to an I-beam. 
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Folders 



Putting 
Something 
Inside a Folder 



Opening 
a Folder 



Removing 
Something 
From a Folder 



Note: 
Moving as 
opposed to Copying 



Organizing 
Your Disk 
Using Folders 



To put something inside the folder, press-and-drag any 
icon over to it; when the folder turns black, let go and 
the icon will pop inside. The folder does not have to be 
open to place an item inside of it, and it can be gray. You 
can have folders inside of folders inside of folders, which 
is technically called the Hierarchiml File System (HFS). 

Double-clicking on any folder will open it to a window, 
showing you all the valuable information you have 
stored inside. 

To remove something, open the folder first, so you see 
its window and the icons inside, as below^ Then simply 
press-and-drag the icon(s) out, either to the Desktop or 
to another folder or window. 

If you are moving the icon to someplace else on the same 
disk, it wall just pop out of that one folder and into the 
other. BUT if you are mo\ing the item to a diffeient d\^V.y 
tlie original icon will stay put and a copy of it wall be 
placed on the other disk. (See the tips on pages 37-38). 

Below is an example of a well-organized hard disk; there 
isn’t a bunch of junk lying around making it difficult to 
find things. (Would that houses were so easy to keep neat!) It’s basically 
organized the same way a filing cabinet would be. 



1 4 items 




1 Hard Disk 

17,776K in disk 


1 ,396K available 
















o 


^ 

i 




□ 


C3 




Cj 




System Folder 


Utilities 


Programs 


Freelance 


Fishing 






n 


1 


Cj 


D 


Cj 








HyperCard 


Intro /Work 


Clip Art 


Publications 








D 


1 


□ 


D 


D 








Robin 




Jimmy 


Ryan 


Scarlett 






o 


91 












19 


Q 
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Everything on the disk (the filing cabinet") is lucked into a folder. 

The folders may each have sub-folders to further organize their contents. 

Sysfem 7 update: expanding and compressing folders, pages 109. 



Folders 



One of the best ways to keep windows tidy is to create a 
specific new folder for a new project before you create 
the documents for the project, and then save the documents 
right into their own foldei\ For instance, if you are about to 
create a budget report with seven variations, or a news- 
letter in which there will be ten to twelve separate stories, 
then follow these steps: 

At your Desktop, before you open the application 

to start creating the reports, make your new folder 
and name it (let’s name this one Budget Neios). This 
new folder can be inside of another folder, of course. 



Creating 

Project-Specific ▼ 
Folders 




llie neiu folder in the 
hard disk xoindoio, 
waiting for new stories 
to be stored inside. 



▼ Open your application and create the first report. 

▼ When you go to “Save As...” and name the stoiy, find 
the folder Budget Neios in the Save As dialog box. In 
the list box you’ll see the name of the folder you 
created earlier. Double-click the name to open the 
folder. 



In this example, 
here is the foldn 
Budget Neios; 
double-click on it 
to open it. 



I Hard Disk 



■£2 Budget Nems 
CD Fishing 
CD Freelance 
CD HC Course 
CD Hgpercard 






~ 1 550K auailable 



O 



I Hard Disk 



I ]) 


1: j«< ^ ] 


[cancel] | 


[ lUWii ] 



Saue Current Document as: 



If you don I see the folder listed here, perhaps you 
have it tucked inside of another folder, in which 
case you will Jieed to open that othei folder first. 
Or click Drive to see if it is on a nother disk. 



System 7 update: creating new folders while within an application, page 105. 
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Make sure this title shoios 
the name of your folder. 
If you see the name of your 
folder in the list box 
beneath it, double-click on 
that name to open the 
folder and make its name 
appear here. 

Whenever you 
save a file, it is 
always saved into 
whatever folder or 
onto whatever disk 
appears in this title. 



▼ After you double-click on the name of the folder, you 
will see its name and an open folder icon in the label 
above the list box, as shown below. If you choose to 
Save right now, it will be saved into Z/ir/Z folder. 




▼ When you go back to your Desktop everything will 
be right where it belongs, tucked into its own folder, 
and nothing will be forgotten or misplaced. 

If you refuse to read and follow these directions and 
have lost files, do read about Mr. Find File on page 83. 
He’ll find them for you. 



36 



Copying/ 

Selecting 



Copying files is an ever\'day task. You may need to copy 
an application from its original disk onto your hard disk; 
copy a report to give to a co-worker; copy a document 
to take to a service bureau for printing; create the ever- 
necessary backup copy; etc. etc. etc. 

Apple has made it as easy as can possibly be to copy files 
on the Mac (which is why pirating, or cop)dng software 
without paying for it, is such a problem for software 
developers). 

To copy, simply click on the icon representing 
the file you want to copy; then press-and-drag 
the icon to the icon of the disk you want to copy 
it onto. A little message conies up telling you it’s 
being copied. That’s it. 

You may copy onto a disk, into a folder on anotlier disk, 
or onto your hard drive. In every case, make sure that 
the icon of the place you are copying into turns black, 
WTien the icon is black, that means it’s ready to accept 
the file/s. If the icon is not black, you’ll just be placing it 
next to the icon, not inside of it. The tip of the pointer is 
what turns any icon black. 

Actually, the copying process only takes place if you drag 
the file to another disk. If you want to make a copy of the 
file on the same disV., click once on die file icon, then from 
the File menu choose “Duplicate” (or press Command D). 
This creates a second version in the same folder named 

“Copy of .” ^^dlen you duplicate or copy folders, 

every item contained within that folder is also copied. 

If you want to put a copy of a file into another folder 
on the same disk, hold down the Opdon key while 
moving the file. (This does not rename the file 
“Copy of .”) 

To copy more fhan one file at a time, select more dian 
one file (detailed in the next paragraph). When more 
than one file is selected, dragging one file will drag them 
all together, either to the trash can, into another folder, 
onto another disk, or simply to clean up the joint. 






Chapter Ten 



Why Copy? 



Copying 



f 



Duplicate/Copy 
File on Same Disk 



Jf 

• • 



Copying 
More Than One 
File at a Time 
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Copying/ Selecting 



Selecting 
More Than 
One File 
at a Time 

f 



Shift-Clicking 
to Select 
More Than 
One File 



J 



Shift-Clicking 
to Deselect 



Copy From 
Floppy to Floppy 
with Only One 
Floppy Drive 






You may have noticed in a Desktop window that when 
you press in an empty space and drag the pointer, a dotted 
rectangle comes out of the tip — this is the selection 
marquee, common in many Mac programs. On the 
Desktop, any file that is even partially enclosed in tliis 
marquee will be selected. 



r 

! 

L 




The selection marquee — just press-and-drag 
with tJw pohiter tool. 




Selecting all the icons this way will of course turn them 
all black. 

▼ When you press-and-drag on the black area of one 
of the selected items, they will all drag together. 

▼ Clicking in any whitespace will deselect all the files. 



Another method of selecdng more than one item is to 
Shift- click • You may have noticed that once a file is 
selected, clicking on another file deselects the first 
one. But, if you hold down the Shift key while clicking, 
every one of the files you click w'ill be selected. This 
w^ay you can select several files in different corners of 
your window. 



In the same manner, you can deselect one file at a time. 
For instance, if you group a bunch of files within the 
selection marquee but you don’t want the one in the 
middle, simply hold down the Shift key and click once 
on that one — it will be the only one deselected. 



System Folder 




Utiliti 


m 


Program 




If you want to know how to copy from one floppy disk 
to another floppy disk when you have only one floppy 
drive, please see page 9 lx. 
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System 7 update: cool selection tips, page UO. 










Opening 

Applications 



Chapter Eleven 




Or Documents 



The term application is often used synonomously with 
program. It refers to the software package you are using 
to create your documents, such as Claris MacPaint, 
Microsoft Works, Adobe Illustrator, etc. They all do 
something different; tliey all have a particular function. 
Sometimes it takes a little research to find the softw^are 
applications to meet your specific needs. 

To open an application, or software program, find its 
icon on the disk. Application icons, as noted in the 
chapter on icons, typically look fancier than anything 
else. WTiether the program is installed on your hard disk 
or you are using a floppy disk, you will need to find its 
icon at the Desktop. 

From the Desktop, double-click on the applica- 
tion icon to open to a blank page, ready for you 
to create a new document. 

Some applications open to a commercial, or at 
least to an Open dialog box; in eitlier case you 
can choose to create a new document at that 
point from the File menu. 

To open a document that has already been created and 
saved in an application, find its icon on your Desktop. 
Double-click on a document icon; most of the 
time this will open the application, placing your 
document on the screen as you last saved it. 

A few programs won’t allow you to open their documents 
from the Desktop. If the software program itself is in the 
computer, either on the hard disk or on a floppy, and 
you get the dialog box telling you an application can’t 
be found, then you must open the application first and then 
open the document from the File menu by choosing 
“Open.” See the section on the following page for tips on 
maneuvering around the Open dialog box. 

Now, just because you have an icon representing a 
document you created in a certain software application 
doesn’t mean you can open up that document Just 
anywhere. Double-clicking on a document icon will only 






What is an 
Application? 



Opening an 
Application 




MacPaint 

Application icon 



Opening a 
Document from 
the Desktop 




Peaches 

Doaiment icon 



Important Note! 
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Opening Appucations or Documents 



New vs. Open 



An "Open' 
Dialog Box 



Folder navies are black 
(not gray) became 
there may be a file inside 
that you can open. 



Single-click on 
one of these names to 
select that file. 



Double-click the name 
to open the file. 



If the icon is a folder, as 
this one is, it xoill open 
here in this list box to 
shoxv you the files inside 
the folder; if the icon is 
a document, it xoill 
open that document 
on your screen. 



open it IF the application itself is also in the computer, either 
on the hard disk or on a floppy disk that is inserted into 
one of the drives. If the application isn’t there, then 
the document doesn’t have anywhere to put itself! 

(See page 94, “Can’t Open a File,” for more info.) 

Once the application is up and running, in the File menu 
you see two choices: New and Open. This confused me 
at first because 1 thought, “Well, I want to open a new one.” 
The difference is this; 

▼ New creates a clean, blank page on which you 
can begin a neio document. 

▼ Open takes you to a dialog box (shown below) 
where you can choose to ofjen a document that 
has been previously created and saved. 



'Si Mac Books 



When the icon in the 

title here is a folder, [^Publications 
, . . (=»Hard Disk 

this IS a menu, as 

shoxon to the right. 

Press to see the 
hieraxrhy. Also 
.see page 32. 



This is the specific folder 
or disk that contains 
the docuxnent. 



Hard Disk 



CD Fishing 






€D Freelance 
CD HyperCard 
CD Intro/UJork 
CD Jimmy 

-□ Neiosletter/May 
CD Programs 
£D Publications 



O 



This is the name 
of the disk you 're 
looking at. 



Hard Disk 






[ Driue 



[ Open 



Cancel 



Click Eject to ^ect a disk so you can insert another. 
Click Drive to see xvhat's on the disk in the other drive. 
Click Open to open the selected file; or you can 
double-click on the file name. 

Click Cancel to take you back to xvhereveryou xuere 
xuithout opening anything. 

msm 



System 7 update: dialog boxes, page JOS. 
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Typing 



Chapter Twelve 



In some applications typing is the main idea, as in a 
word processor. In some, it is the way to input the data 
whose purpose is to be manipulated, as in a database or 
a spreadsheet. In others, it is a sideline that is occasionally 
necessary, as in a paint program. And everywhere you find 
dialog boxes where you type some answer or other, and 
even on your Desktop you t^pe the names of files and 
folders. Fortunately, in the consistent Mac environment, 
every' program reacts to taping in the same way. 

You may already be familiar with the Macintosh 
word processing I-beam (pronounced eye-beam): ][ 

In the Macintosh, the I-beam is a visual clue that you are 
now in a t)'ping mode, as opposed to having an arrow or 
a cross-hair or any number of other cursors that appear 
in various programs. 

The I-beam is simply another pointer. And just like the 

pointer, it doesn’t do anything until you click it. 

Wlien you move the I-beam pointer to a spot and click, 
it sets down a flashing insertion point that looks like 
this: I (but it flashes). 

After you click the mouse to set the insertion point, 
then you can move the I-beam out of the way (using 
the mouse) — the insertion point is what you need to 
begin typing. With the insertion point flashing, anything 
you type will start at that point and move out to the right. 
This is true whether the insertion point is at the beginning 
or the end of a paragraph, in the middle of a word, in a 
field of a dialog box, under an icon at your Desktop, or 
an)where else. (The only time the words will not move to 
the right is if the alignment has been set to align right or 
centered, or if a tab other than left-aligned has been set.) 
At any time you can take the mouse, move the I-beam 
pointer somewhere else, click it, and start typing from 
the new insertion point. 

Also from that insertion point, pressing the Backspace 
key (found in the upper right, appropriately renamed 
the Delete key on the newer keyboards) will backspace 
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The I-Beam 

I 



The Insertion 
Point 



Backspace/ 

Delete 
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Highlighting Text 


over and remove any letters in its path. So you can 
backspace/delete to correct typos as you go, or set the 
insertion point down anywhere else in your text and 
backspace/delete from there. 

Highlighting text is a shortcut to backspacing over 
letters to remove them. All through the Mac environ- 
ment, if you double-click on a word with the I-beam, the 
entire word is selected, indicated by the highlighdng. 

This EIBB8I is highlighted. 

If you want to select more than one word, press-and-drag 
over the entire area you wish to highlight. 

idSBMSBHM is highlighted. 


f 


What does highlighting do? Well, once a word is high- 
lighted (selected), anything you type will entirely replace 
the highlighted text. Or you can now change the font 
(typeface) or style or size of the text using your menu 
commands. Or you can copy or cut or delete that text. 
Or you can paste something in to replace it. In fact, 
you cannot do any of these things unless the text is first 
highlighted. (Each of these procedures is explained in 
this chapter.) 

To unhighlighb click once anywhere, even in 

the black space. 


When to Use 
the Return Key 

f 

• 


Word wrap: In a word processor, you never to hit 

the Return key at the end of your line, unless it is the end 
of the paragraph or unless you really do want the line to 
end there, as in an address. This is because word proces- 
sors word wrap — the words just wrap themselves around 
onto the next line when they get to the right margin. 
Why is that? Well . . . 

Hard return: Wliat happens when you press the Return 
key is that you insert what is called a hard return. Then if 
you were to change your margins, your line would always 
break at that hard return, even if there are only two words 
on the line. So, Just keep those nimble fingers moving 
along and only hit the Return key when you want a new 
paragraph. 
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Double-space: Hitting the Return key twice is like 
pushing the carriage return on a typewTiter twice — you 
get a double space between the lines. This is for extra 
space between paragraphs (although in most word 
processors you can ask for an automatic increase of space 
between paragraphs). If you w^ant the entire document, 
or even just a piece of it, double-spaced — that’s different; 
there is alw'ays an instant w^ay to change your spacing to 
double-spaced. Check your manual for the method for 
your particular application. 

Removing a Return: The computer sees a Return as Just 
another character, which means to remove a Return you 
simply backspace Just like to remove an unw^anted 

character. The problem is, in most programs you can’t 
see the Return character. So you must set the insertion 
pointjust to the left of the first character on the line and 
backspace/delete, like so: 

|Set the insertion point at the beginning of the line 
(as shown here) and backspace to remove the empty line 
above this one. Backspace/delete again to wrap the 
sentence hack up to tlie one above. 

The computer deals with blank spaces Just as it deals 
with the characters you can see. Ever)' tab, return, 
spacebar space, etc., is a character to Mac. This means 
you can select blank spaces, blank lines, blank tabbed 
spaces, or Returns in order to delete them. Select and 
delete them Just like you would any other character. 



The space between 
thesejUmm words is highlighted. 



In many applications 

you can also select the blank space 

between the lines to delete it. 

Also, since these blank spaces are characters, you can 
actually change tlie size of tliem (font size, that is), as 
well as the leading betw'een tlie lines), the style, 

the paragraph spacing, etc. This comes in handy for 
manipulating space. 



Blank Spaces 
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Centering Text ' And a most important thing: when you center a word or 
m line, Mac takes all those blank spaces into consideration, 
• . so any spacebar spaces or any first-line indents or any 
. tabs you’ve inserted will be used to calculate the center 
• of the line, making the line not appear centered. 



/ hit the Tab key before I typed 
the first word in this centered line. 
The line appears not to be centered. 



This line is centered. 

This line is also centered 

but it includes a tab. 



/ selected the tab space 
to delete it. 



After I deleted the invisible space, 
the line centered just fine. 



The invisible tab character 
that is disrupting the alignment 
must be highlighted 
and removed, like so: 



^Hrhis line is also centered. 

Then it will be centered just fine: 

- This line is also centered. 



Changing Fonts 
(Typefaces) 
and 
Rule #2 






Throughout the entire Mac environment, to make any 
changes you must follow Rule #2: 

Select First, Then Operate 

For instance, to change to a different font, or typeface: 
first select the type you want to change (press-and-drag 
over the word/s), then choose \hf^ font name you want to 
change it into. The font list is found in your menu under 
various labels, depending on your program. 

Notice that the insertion point picks up whatever 
font and style and size and alignment is directly to 
the left of it. No matter where you set it down, you 
will type in the font, etc., of that character, even 
if that character is an empty space (unless you 
proceed as in the following paragraph). 

Now, let’s say you know that the next thing you’re going 
to type is going to be in a different font. Do you need to 
type it first and then select it and change the font? No. 
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Set your insertion point down where you want to type in 
the new font. Wilh no text selected, go up to the menu and 
choose the font (and style and size, if you like); when 
there is no text selected, all the formatting gets poured into 
the insertion point — whatever you type next will be in the 
font you just chose. As soon as you place the insertion 
point elsewhere, though, it will again pick up all the 
formatting of the character to its left. 

Please see Chapter 18 for more information on fonts. 

Style is referring to whether the type is plain, bold, italic, 
outline, etc. To change the style of the type, you need to 
follow Rule #2: select first, then operate. Select the type you 
want to change (highlight it), then choose the style you 
want from the menu. You can choose more than one of 
these; for instance, you can have a face that is bold-italic- 
outlined-shadowed type. Yuk. 

To remove all of the style choices at once, simply 
select the text and choose Plain or Normal. 

As mentioned in that last section about changing /or?/.v, 
you can choose the style you want from the menu l)if<rre 
you type it (as long as you don’t move the insertion point 
after choo.sing). But even that’s a pain if you just want to 
italicize the next word and then return to normal text. 
This is an easier method: 

Notice the keyboard shortcuts in the style menu? They 
are almost always Command B for Bold, Command I for 
Italic, etc. (Some programs may use Command Shift B 
and Command Shift I, etc.). 

As you’re typing along, simply press Command B 
and die next word you type will be bold; when 
you want the next word to be not bold, press 
Command B again and it will take off the bold 
(that’s called a toggle stoiich, when choosing 
the same command turns that command ofl ). 
Logically, you can pre.ss Command B I to create 
a word that is (guess!) bold italic. 

Size in t\pe is measured in points. Points, in the triKiitional 
t)pe w'orld outside of personal computers, are each !/?2 
of an inch. The Macintosh developers were brilliant 
in designing the Mac screen so each pixel, or dot on the 
screen, is Vtz of an inch — type sizes are quite true to what 
those who deal with traditional type are accustomed. 



f 



Changing Style 



J 



Changing Styles 
Mid-Stream — 
Without Using 
the Menu 



f 



Changing 
Type Size 
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Alignment 



Cut, Copy, 
and the 
Clipboard 



In your menu you see different numbers referring to the 
size of type; logically, the bigger the number, the bigger 
the type. Again, to change the size: select first, Omi operate. 
Or set your insertion point down and choose the size 
from the menu before yon type (see the last two sections 
on changing fonts and styles). For more information on 
type sizes, see the next chapter on fonts. 

Alignment refers to where the margins are lined up: 
alig)i left has the left margin lined up; align right has the 
right, obviously; align center\\?is everything centered on 
a vertical axis between your margins; justified both the 

left and right margins lined up. To change your align- 
ment, you know what to do! That’s right: select first, then 
operate — highlight the text, then choose the alignment. 

A note when centering: If you have a first-line indent 
or tabs in the text that is to be centered, or if you have 
inserted blank spaces either before or after the text, then 
those spaces are taken into consideration when centering 
(see page 44). Also, alignment affects the entire paragraph; 
it is not possible to make one line align left and another 
align right in the same paragraph. There must be a hard 
Return separating the lines. 

Almost anywhere you can type, you can cut or copy text. 
When you cut text, it is removed from your document 
and placed on the Clipboard. When you copy text, the 
original is left on your document and a copy of it is placed 
on the Clipboard. Well, what the heck is the Clipboard? 

The Clipboard: The Clipboard is a little “container” 
somewhere in die depths of the Mac. In some programs 
you can ask to Show the Clipboard, in which case it appears 
as a window with its contents displayed. In most programs, 
though, you never see it; you just must trust that it’s 
there. (If you have the Clipboard system icon in your 
System Folder, then it’s there in every application.) 

The Clipboard holds whatever you have cut or copied, be 
it text, spreadsheet data, graphics, etc. Once something 
is on the Clipboard, it waits there until you paste it in 
somewhere (you’ll get to that in the next paragraph). 

The most important thing to remember about the 
Clipboard is that it holds only one thing at a time; that is. 
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as soon as you cut or copy something else, whatever was 
in the Clipboard to begin with is replaced with the new 
selection. 



ID! 



Clipboard 



The Clipboard 
holds only one item 
at a time. 



iSi The CAiphoard 
5 appears as a 
whidojo (if it*s 
available far 
looking at) 






Items will stay on the Clipboard even when you change 
applications; you can put something on the Clipboard 
in a paint program, then open up a word processing 
program and paste it into a new document. Items will 
leave the Clipboard all by themselves if the computer is 
turned off or if there is a power failure; the contents are 
stored in RAM, so anytime R.AM gets wiped out, so do 
the contents of the Clipboard. (R.AM info on page 51). 

How to Cut: Simply select, then operate; that is, select 
the text you wish to remove from the document (press- 
and-drag over it). Then from the Edit menu choose 
“Cut.” The text will be eliminated from your document 
and placed on the Clipboard. (Be sure to read “Delete” 
further on in this section.) 

How to Copy: Simply select, then operate; that is, select 
the text you wish to copy (press-and-drag over it), then 
from the Edit menu choose “Copy.” The text will remain in 
your document and a copy wall be placed on the Clipboard. 

OK — it’s on the Clipboard. Now w'hat? Well, the Clipboard 
holds objects for pasting. You can take text or graphics 
out of one place and paste it into your document some- 
where else, just as if you had a little glue pot. 

How to Paste Set the insertion point w'here you w^ant 
the Clipboard item to appear; from the Edit menu choose 
“Paste.” In most programs, w'hatever was on the Clipboard 
will be inserted in your document be^nningat the flashing 
insertion point. You can also select a range of text; tlie pasted 
item will repUicewhdil was selected. Spreadsheet data, 
graphics, etc., all can be pasted in also. In some programs, 
the pasted object will just land in the middle of the page. 

As long as something is on the Clipboard, you can paste 
it in a million times. 



Cut 



Copy 



Paste 
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Backspace/ 
Delete 
or Clear 
and the 
Clipboard 


Now, Backspace or Delete is a little different: if you 
hit this key (upper right of keyboard) while something 
is selected, whatever is selected is deleted and is not placed 
on the Clipboard. This means it won’t replace what you 
have on the Clipboard, if you are saving something there 
to paste in again, but it also means that you don’t have 
it anymore — it is really gone. Clear, sometimes found in 
the Edit menu, does the same thing. 


Undo 


Undo can sometimes save your boompah (no, that’s not 
computer jargon — it’s Grandma’s euphemism). Wien 
you do something that makes you scream, “Aack! Oh no!” 
then try Undo. It’s always the first command in the Edit 
menu (or press Command Z). 


f 

• 


What Undo can undo is only the last action that 
occurred. For instance, if you selected two paragraphs 
of brilliantly witty text that you spent three hours 
composing and Just then the cat walked across 
your keyboard and obliterated the entire work, 
Undo could give it back to you IF you asked to 
Undo before you touched anything. If you start 
fiddling around wdth the keys and the mouse, then 
what you will undo is that fiddling around. So if 
something goes wiong, don’t scream — UNDO. 
Then scream if necessary. 


Command ZXCV 


Thoughtfully, the Mac designers have made die keyboard 
shortcuts for the cut/copy/ paste/undo commands very 



handy. Notice on your keyboard the letters Z, X, C, and 
V, all in a row right near the Command key. 



Accessing 

Special 

Characters 


▼ Command Z will Undo (the closest to the §6 key). 

▼ Command X will Cut (X like eXidng or Xing it out). 

▼ Command C will Copy (C for Copy, easy mnemonic). 

▼ Command V will Paste (V because it is next to C). 

It’s nice to get familiar with these. Remember, select first 
{except to Undo) \ then hold down the Command key and 
lightly tap the other letter. 

Special characters are die symbols you have access to 
on the Macintosh that aren’t available on a typewriter, 
such as upside-down question marks for Spanish (<:), die 
pound symbol for English money (£), the cents sign (0), 
the registration or trademark symbols (® ™), etc. You 
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can view all these with your Key Caps desk accessor)'. 

(If you aren't sure what Key C'.aps is, please read page 84.) 

To get special characters into yotir document, follow 
these steps: 

▼ WTiile working in your document, pull down the 
desk accessory Key Caps from the Apple menu 
(far left; press on the apple). 

▼ From the Key Caps menu (a new item that appears 
in your menu bar!) choose the font you wish to view. 

▼ Find the character you want by pressing Shift or 
Option or Shift-Option together; press the character 
key; notice what combination of keystrokes produces 
the character you want. For instance. Shift Option 
(tilde key) in the font Geneva will produce a bunny 
rabbit: ^ 

▼ So remember keystroke combination; close Key 
Caps to get back to your document (remember, 
you can access desk accessories in any program). 

▼ In your document, click to set your insertion point. 
Choose the font Geneva and the size 12 point; press 
Shift Option The bunny will appear! 

Another way to accomplish this is to press Shift Option 
in whatever font you are currently using; some strange 
character will appear. Select the strange character and 
change it into Geneva 12 point; it will turn into a bunny. 

You can also select and copy the character showing in 
the Key Caps entiT bar — select as you would any text, 
and copy from the Edit menu. Back at your document, 
set the insertion point and paste it in. Unfortunately, 
if your document text is another font, the Key Caps 
characters will pick up that font. You will still have to 
select the new characters and change them into the font 
that held those characters you wanted. It seems easier 
just to do it the other way. 

Remember, the insertion point picks up the 
foiinatting of any charade)' immediately to Us left, even 
if its a blank space, so anything else you type will 
be in that character’s font, style, etc. To continue 
in your orifynal i'oni, leave your insertion point 



Using Key Caps 

Sojne special characters 
and the keys to 



access them: 


• 


Option 8 


© 


Option g 


TM 


Option 2 




Option r 


<t 


Option $ 


o 


Option Shift 8 




Option ; 


- 


Option hyphen 


— 


Option Shift hyphi 



fust For Fun — using 
Shift Option Tilde (~j 


¥ 


New York 9 pt. 




New York 10 pt. 




New York 12 pt. 


n 


New York 14 pt. 


o 


Geneva 9 pt, 




Geneva 1 0 pt. 




Geneva 1 2 pt. 


= 


rionaco 9 pt . 


i 


rionaco M pt . 




Hthens lipt. 



.4 terrible ihitifr hm happened: 
System 7 eradicated these 
characters! What has Apfile 
come toff? 



I 
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Using 
Accent Marks 

J 


right where it is; from the menu just choose the 
font specifications you were originally using. 

Included in your special characters are accent marks, 
such as those in resume and pinata. You can find them 
in Key Caps, but it’s easy to remember that they’re 
accessed using the Option key and are hiding beneath 
the characters on the keyboard that would usually be 


A list of common 
accent marks: 

Option e 
Option ~ 
Option u 
~ Option n 

^ Option i 


under them; e.g., the accent acute over the e is Option-e; 
the tilde over the n is Option-n. 

To type accent marks in your document, follow these 
steps (using the word resume): 

▼ Type the word undl you come to the letter that will 
be underlhe accent mark; e.g., r 

▼ Before yow type that letter (the letter e in this case), 
type the Option combination (Option e in this case) 

— it will look like nothing happened. 

▼ Now type the character that is to be underlhe accent 
mark, and both the mark and the letter wall appear 
together; e.g., resume 

▼ That’s easy, huh! 


One Space 
After Periods 


Wliat?! One space after a period? If you grew up on 
a typewriter, this is not an easy habit to change. But 
characters on a Macintosh are not monospaced as they 
are on a typewriter (except for Monaco and Courier), 
so there is no longer tlie need to use two spaces to 
separate two sentences. Take a look at the font Courier 
on page 72; notice the spacing of its letters as opposed 
to the Times font above it. You can see why a font like 
that needs two spaces after periods. Check any book or 
magazine on your shelf; you will never find tw^o spaces 
after periods (except books produced on a computer 
typed by someone still using typewriter rules). 


A Commercial 


If you are typing on a Macintosh, you mml face the fact that 
it is not a typeunitei' and that some of the standard conventions 
developed partiailarly for that luonderful little appliance do not 
apply to the kind of type you a re now creating. A very important 
book to read is The Mac is not a typewriter. IPs small, 
its cheap, Us easy to read, and its true. Well, yes, I did 
write it myself 
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Chapter Thirteen 



Saving is tlie process of transferring your clocumenl 
from tlie temporary memoiy bank where it is initially 
stored, over to the floppy disk or hard disk where it 
becomes permanent. It is extremely important to save 
your document as soon as you begin working or it, and 
to continue to update the save nfery ftnu minutes. 

Until you actually go through the process of naming a 
document and saving it, the document is stored in RAM, 
which is Random Access Memory. RAM is sort of like 
your desk, as opposed to a disk which is like your filing 
cabinet where you keep all your folders of information. 
WHien you are working on a project, you don’t keep 
running to the filing cabinet eveiy time you need a little 
piece of information, do you? No, you take out all the 
applicable info and put it on your desk, then when you’re 
finished you put it all away again and Uike out something 
else. Ry\M is sort of like that: when you open an applica- 
tion the computer puts a copy of that application into 
RAM. When you close that application and open another 
one, Mac puts the first one back where it came from and 
puts the new application into RAM. That way the computer 
doesn’t have to keep going into the filing cabinet to do 
its work and it can operate much more efficiently. 

VVlien you create a document, it sits in RrVM, too, until 
you put it in the filing cabinet — your disk. You put it on 
your disk by saving it. Once it’s on your disk, eiUier hard 
or floppy, it will stay there until you trash it yourself. 

While your document is in IU\M, though, it is in danger. 
At any moment, if there is a power failure, even for a 
split second, or you accidentally hit the wrong button, or 
you have a system crash, or the screen freezes, or a virus 
attacks, or any other catastrophe of considerable dimen- 
sion happens to befall, then everything in R\M (what is 
commonly called memojy) is gone. Just plain gone. No 
way on earth for a mortal person to get it back. 

The prevention? SOS: Save Often, Stupid. Well, that’s a 
little harsh — how about Save Often, Sweetie. Save Save 
Save. Every’ few minutes, when you’re just sitting there 
thinking about your next maiTelous move. Save. In most 



Saving 



RAM: 

Random Access 
Memory 



Danger! 



Rule #1 : 
Save Often! 
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V 



Save As... 
vs. Save 



Save As.. 



This is a list of all the 
folders and doaiments in 
the folder or disk named 
above. Folder names are 
black because yon can 
double-click to open them 
and store something inside. 



This is where you 
name the document. 



Once you name the 
document, the Save 
button turns black 
and you can click it. 



programs it’s as easy as pressing Command S. Then 
if there ^^a catastrophe, you will have lost only the last 
few minutes of your work. 

To save a document for the first time, it must be given a 
name. Under the File menu are the commands Save As... 
and Save, At first die subtle difference can be confusing. 

Save As.,, is the command you must use first in order 
to give the document a name, as a document cannot be 
saved without a name. “Save As...” gives you a dialog box 
such as the one shown below (they’re slightly different 
from program to program). 



• This slums which 
folder you are saving 
your doaiment into. 
Notice the 
folder icon. 



Unless the icon on this title is a disk, 
pressing here loith the mouse shoxos a 
mini-menu listing the folders and the 
disk a file is nested into. Select another 
folder just as you use your menu. 



D ihi\iqn 
D HC (luihrm 
CD Letters 
D Notes ii\ rna 



e 


3Hyi 
3 Pul 


lerCc 

ilicat 


ird Book 
[ions 


c=>Har d Disk 




This indicates 
onto ivhich disk 
you are saving 
the document. 



Saue document as 



Hard Disk 



{— Sooe ] [ Cancel ] 

(•) SuperPaint O 

O StartupScreen O 



CHilO 

[ Oriue . ] 

MacPaint 

PICT 



If a floppy disk 
is displayed, 
you can thexi 
eject that disk 
to switch to 
another before 
savi ng onto it. 



Majiy programs alloxv you to 
save your document in one of If you want 

seveml different formats. Click save to a 

one bcfbi c you click Save. different disk, 

other than the 
one whose 
name appears, 
click Drive to display any disks that tnay l>e in the 
other drive slots. The name and icon will appear in 
the dialog box, as well as at the top of the saoll box. 



System 7 update, dialog boxes, page 105. 
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Save is the command to use aftei' you have named the 
document and you want to save the new changes onto 
that same document. Save jiisl goes ahead and does it — 
you won’t see or hear anything. You must just trust. 

There is no keyboard shortcut listed in the 
menu for “Save as....” But if you have not yet 
given the document a name, then choosing 
Save (Command S) will give you the Save As.., 
dialog box because the file must have a name. 

Some programs will not even allow the name 
“Untitled.” 

If you want to create changes in a document, but want 
to keep a copy of the original without the changes, then 
use Save As... a second time to give the document a nero 
name. This puLs the original document safely away on 
your disk and opens a new one (the copy) right where 
you are. You’ll notice the name in the window title bar 
of your document will change to what you renamed it. 
Any changes you make to //iw document will not iilfect 
the original. 

.Also, if you made a bunch of changes you don’t want, 
simply close the document and don 't save the changes. 
Reopen it and ever)'thing will be exactly the w'ay it was 
last time you saved. 

Occasionally a program will have the option to Revert in 
the File menu; choosing this will take you back to the last 
time you saved, without having to close the document. 



Save 



f 



Making 

Several Versions 

I 



Reverting to the 

Last-Saved 

Version 

! 
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Chapter Fourteen 



Printing is the process of copying your data that is inside 
the Macintosh onto a piece of paper. This piece of 
paper, then, in computer jargon, is called “hard copy.” 

There arc basically two types of printers: QuickDraw 
printers and PostScript printers. 

is a computer programming language that 
your Macintosh reads. It creates what you see on the screen. 
A QuickDraw printer can only reproduce what is on the 
screen. The ImageWriter, tlie HP DeskWriter, and the 
Apple StyleWriter are all examples of QuickDraw printers, 
with resolutions ranging from 75 to 400 dots per inch (the 
higher the resolution, the smoother the printed image). 

PostScript is a programming language that a PostSnipt 
printer TC’dd^. A PostScript printer doesn’t cai e what the 
heck you have on your screen. If the font or the graphic 
image is created with PostScript, it can look dreadful on 
the screen but will print beaiUifully on the page. See the 
example on page 63. 

There arc also very' expensive (like $80,000), very high- 
end PostScript printers with resolutions of around 1000- 
2000 dots per inch, such as the Linotronic. These printers 
output onto film, not paper, and the hard copy looks 
\irtually like traditional typesetting, limited only by the 
professional expertise of the person wiio input the type. 
This book was output on a Linotronic. 

Since the high resolution machines are so expensive, you 
only find them in a sovice bureau — a shop where they offer 
the output as a senice. You take the disk containing your 
document to them, leave it there, and they print il up for 
you. It can cost from $5 to $10 a page, but it’s beautiful. 

Printing to your personal printer is veiT simple. Your 
application may give you different print dialog boxes 
depending on w'hich printer you are connected to, and 
the dialog boxes within different applications may look 
slightly different, but basically all you need to do is 
answer the questions they ask. 






Printing 



Printers 

QuickDraw printers 



PostScript printers 



Preparing 
to Print 

You might want to read 
Chapter 18 on Fonts 
befoie you print your 
document. 
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Chooser 




IrnageWriler LaserWriter 
icon icon 



a 



Piinter port icons. 
The cable to your 
Qiiickl}raiv printer is 
plugged into one of these 
(check the little pictures 
on the plugs on the back 
of your Mac). 

Print 
Dialog Boxes 



The first thing you want to do is to Save again — as a 
preventive measure always save just before you print (one 
never knows when the document-eating gremlins are 
lurking about). Also, make sure the printer is turned on 
(the ImageVVriter must have its “Select” button on as well). 
The very first time you print on your machine, or if you 
are hooked up to more than one printer, or if you go 

somewhere else and print, or if you find 
you are having difficulty printing, you 
need to go to Chooser to direct tlie 
computer to the printer. 

Chooser is a desk accessory that is found 
under the Apple at the top left of your 
menu (also see page 81 for more info 
on the Chooser). For every printer icon 
in your System Folder, there will be a 
matching icon in your Chooser; even if you have a printer 
hooked-up right next to you, you w'on’t be able to print 
to it unless its icon is in your System Folder. 

On the left side of the Chooser window you will see those 
printer icons; click on the one representing the machine 
you want to print to. On the right side should be a port 
icon (asking wiiich port, or plug, the cable connected to 
the printer is plugged into) or the name of all printers 
that are connected to your Mac and turned on; click on 
the one you w^ant to use. Make sure the network button 
(here it is AppleTalk) on the bottom is on if you are on a 
network (which you would be if more than one computer 
is going to the same printer) and off if you are not. The 
LaserWriter also requires that AppleTalk be Active. Then 
just close the w^indow (click its close box) and proceed. 

After your document is saved (and the printer is desig- 
nated through Chooser, if necessary). Just go up to the 
File menu and choose “Print....” Depending on your 
application, you’ll get some sort of dialog box asking you 
questions. Most of them are self-explanator)'; die follow'- 
ing items are some terms that may not be so obvious: 
Quality: Draft quality on the ImageWriter prints ver)' 
quickly, but eliminates any graphics you may have 
had and produces really awTul stuff; you can generally 
ignore this option unless you’ re in an extreme hurr)^ 
and don’t care at all what it looks like. 
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Printing 



You can adjust the draft quality uith the button on 
the ImageWriter itself. If you turn off the Select light, 
you can push the Print Quality button to one of the 
three levels shown. You’ll get three levels of terrible 
type, from awful to worse. 

Orientation: Your application may use another term 
for it, but what the Mac wants to know is if it should 
print upside right or sideways (8.5 x 11 or 11 x 8.5); 
also known as Tall or Wide, Portrait or Landscape. 

Pages: All or From to : You can choose to print 

all the pages contained in your document, or just 
pages 3 through 12 (or whatever your choice is, of 
course). Choosing All will override any numbers in 
the From/To boxes. 

50% Reduction: This will print your work at half 
size. Remember, half of an 8.5 x 11 is -1.25 x 5.5 — ^\^ou 
must halve both directions. On paper, this looks like 
the image is !4 the original size; it isn’t — it’s half of 
both the horizontal and the vertical. 

Tall Adjusted: The Macintosh screen has a resolu- 
tion of 72 dots per inch; the ImageWriter prints at 
75 dots per inch. Thus the ImageWriter tends to 
print large circles, such as pic charts, in o\^al shapes; 
choosing Tall Adjusted will fix that. It will also make 
the letterspacing more closely resemble laser printer 
spacing; if you’re using the ImageWriter as draft 
copies for eventual production on a laser printer, 
this will help you Judge the work a little better. And 
it looks nicer. 

Computer Paper: This does not refer to pin-fed paper! 
Computer paper is 11 x 13 inches. Pin-fed paper is 
8.5 X 11 (letter-size. Just all strung together). 

WTien you click the last OK button, the messages will 
be sent to the printer and your brilliant document shall 
come rolling along in a short moment. 

Most laser printers spew forth a sample page eveiy time 
you turn them on, useful for checking the toner level 
and quality, as well as letting you know how many pages 
have been printed since you bought tlie printer. If you 
don’t want to waste paper or toner on this page eveiyday, 
simply pull the paper tray partially out before you turn it 
on. After a minute or two, push it back in. 




The shaded portion is 
50% of the larger size — 
half of both the width 
atid the length. 



Save Laser Printer 
Toner & Paper 



I 
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Printing 



Align 
ImageWriter 
Pin-Fed Paper 



Most applications let you determine how far down from 
the top of the page you want the dcjcument to begin. 
Unfortunately, the ImageWriter doesn’t know where the 
perforation of the pin-fed paper is; it just assumes the 
paper is aligned at the top of the pprinter and adjusts 
itself according to your specifications. In order to keep 
the printing consistent, so your documents always begin 
where you expect and line breaks will occur at perfora- 
tions rather than in the middle of documents, do this: 

1 . Turn the printer on. 

2. Make sure the Select light is off* 

3 . Press the line feed button until the perforation 
is just at the top of the printer head (if you hold 
the button down, after four lines it will form- 
feed until you let go). 

4 . Print your work (Uike notice if you need to 
arrange that first adjustment higher or lower; 
that is, above or below the printer head). 

5* When your work is finished printing, don't 
ever roll the paper forward manually in 
order to get to the perf to tear it off! That's 
exactly what causes the problem because 
then the paper isn't lined up any more. 

6. Instead, turn the Select button off* 

7. Press the form-feed button/ this will roll one 
entire sheet out of the printer, leaving the 
perforation lined up exactly how you just set 
it in step #-^. 

8. Turn the Select light back on now so you 
don’t forget, since you cannot print with 
the Select light ofi‘. 

9. Now you can tear off your page, leaving one 
full sheet hanging out of the printer. 

Obviously, this is going to waste one page of paper per 
document. But it actually wastes less than if your document 
printed right over the perforation marks and you had to 
reprint the whole thing! Another good aspect of doing it 
this way is that with that whole sheet hanging out of the 
printer, the paper doesn’t get curled around the roller and 
roll back inside itself when you tiy to print. You can always 
save the extra sheets for your kids, for scratch paper, or 
have the local copy shop make pads for you. 
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Closing/ 

Quitting 



WTien you are finished working on a document, you can 
choose to close that particular document in order to 
create a brand new one to work on, or to open one that 
has already been created. Either way, you are just closing 
the doairnent eiVid remaining within the application (the 
softzuare program). You still see the menu belonging to the 
application, even though the rest of your screen may 
look gray. Just like your Desktop. 

If you don’t see “Special” in your menu, or if the 
trash can is not there, you have not quit — ^)^ou 
have Just closed, but not quit. 

^ ^ FHe Edit Uieui Special 

If you don 7 see this menu, yoti are not at your Desktop. 

To really get back to your Desktop, where the menu 
items are File Edit View Special, you need to quit the 
application. This is always done from the File menu, 
the ver\' last item. In most programs you can use the 
keyboard command: Command Q. 

If you haven’t saved all your changes, Mac will politely 
ask if you w'ant to save them at this point, w^hether you 
are closing or quitting. Thank goodness. 



Saue changes to “Article” 
before quitting? 

II 11 

[ No ] [ Cancel ] 



If you click Yes and you haven’t yet even saved the 
document with a name, you’ll get the Save As... dialog 
box (page 52) to name it before quitting, because 
nothing can be saved without a name. Click the No 
button if you decide at this point you don’t want the 



Chapter FirnEN 



Closing 
A Document 



V 



Quitting an 
Application 






System 7 update; Desktop menu, page J 13: quitting vs. dosing in AAultiFinder, page 140. 
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Closing/Quihing 



f 

• 


changes (or the document, if yoii’Ye never named it). 
Click Cancel to return to your document without saving 
any changes. 

If you hold down the Option key while choosing 
“Quit,” and keep holding it down, when you arrive at 
your Desktop all the windows will be closed! 


Shutting Down 


See page 63 about Shutting Down, if you are all done 
for the day. 
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Ejecting 

Disks 



Chapter Sixteen 



There are actually many ways to eject a disk, some of 
which are preferable to others. Let’s start at the Desktop. 

If you are done for the day and are planning to shut 
down the whole system, then close up all your windows 
(Command Option W for System version 6.0 or higher; 
make sure Caps Lock is not down). From the Special 
menu choose “Shut Down.” This will eject any floppy 
disks and reassuringly notify you that it is now safe to 
turn off the computer. 

Even if you’re not ready to shut down, you may sometimes 
need to eject a floppy disk in order to trade it with another, 
or simply to take your disk and go away. Beginners usually 
go through the routine of selecting the disk (by clicking 
once on it) and choosing “Eject” from the File menu 
(or using the keyboard shortcut Command E). This will 
certainly work, but it is actually not the best method. 

You may have noticed when you eject a disk by using the 
menu that a gray version of the icon stays on the screen. 
That’s because the memoiy of this disk is still in RAM 
(see page 51). If someone else comes along to use this 
machine while the icon is still showing, when they insert 
their disk the Mac will veiy often spit it out and ask for 
the one that just left. That’s not a problem if the disk is 
sitting right there, but if Mary took that disk and left for 
a meeting in Chicago, then the only thing you can do, 
absolutely your only option, is to turn off the computer. 
While that dialog box is showing “Please insert the disk 
"Mar)'”,” you are stuck. Mac will accept no substitutes. 

If you see a gray disk icon on your screen, you can tiy' 
sticking it in the trash, but oftentimes even then you’ll 
get that dialog box. Occasionally pressing Command 
Period will satisfy Mac, but not often. 

To avoid this problem, while at your Desktop it is 

actually preferable to eject your disk through the trash. 

Aack, you say! Yes, that’s a frightening thought, but calm 
down; it’s quite all right. The trash can doesiTt erase anything 
off your disk. If you simply press on the disk icon, drag it 
dow'n to the trash and put it in, your disk will siifely pop 



Ejecting 

Shutting Down 

Also see page 63. 



From the Menu 
or the yy 

Keyboard 
Shortcut 




Gray disk icon left on the 
screen after being Reeled. 



Through 
the Trash 

f 



System 7 update: keyboard shortcut to eject floppy disks, page 108. 
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Ejecting Disks 



V ! 

Through 
Dialog Boxes 



More Keyboard 
Shortcuts 



The Mouse Trick 

f 



The Paperclip 
Trick 

f 
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out and leave no gray icon on the screen. The computer 
now has no recollection of the existence of that disk and 
you can merrily be on your way and no one will be mad 
at you for leaving yourself behind. This is especially 
important if more than one person uses the computer, as 
in an office or in a classroom. 

To eject a disk using the menu and leave no gray icon 
behind, press (kimmand Option E, or hold the Option 
key down as you choose “Eject” from the menu. 

Some dialog boxes give you an option to eject a disk 
while in an application: “Save As. . “Open” in the Font/ 
DA Mover; and “Open” in any application, to name a few. 
When you want to eject a disk while working, just choose 
something like “Save As...” even though you don’t really 
want to rename it; choose the disk you want to eject and 
click the Eject button (if you don’t see the name of tlie 
disk, click Diive to find it in the other drive slot). Then 
click the Cancel button to get back to your document. 

Af ter ejecting a disk in this way, you can of course insert 
a new disk if you like. If something from the ejected disk 
is still open on the screen, though, Mac will ask for the 
ejected disk again so she can put it away. 

▼ To eject a disk from the internal drive at any time, 
in any application, press Command Shift 1 (one). 

▼ To eject a disk from the external drive at any time, 
press Command Shift 2. 

▼ For a Mac with two internal drives and an external: 
Command Shift 1 ejects the bottom internal drive; 
Command Shift 2 ejects the top internal drive; 
Command Shift 0 (zero) ejects the external drive. 

If for some reason, perhaps because of a power outage or 
a system error, when you turn off the computer your disk 
is still inside, do this: 

Hold down the mouse button; keep holding it doivn 
and turn the computer back on; your disk(s) should 
pop out like toast. 

If all else fails, notice that tiny hole next to the drive slot? 
That’s paperclip size. Unbend a paperclip and push it in. 
It’s pretty safe, as all you’re doing is releasing the mech- 
anism that holds the disk in place — push firmly. 



System 7 update: keyboard shortcut to eject floppy disks, page 1Q8. 



Shutting 

Down 



Shutting down is the process of the computer tying up 
all the loose ends inside itself and parking the hard disk 
before it’s turned off. You can turn it off without shutting 
down, but it’s not recommended. 

Wlien you’re done with the Macintosh, it’s good house- 
keeping to close up all your window^s on the Desktop.'*" 

If you have System 6.0 or above you can press ("ommand 
Option W and all the window^s will fly away home (make 
sure the Caps Lock key is not down). If you have an 
earlier System version, then hold down the Option key 
while you close the active window'; all the rest will follow'. 

Once all the windows are closed, from the Special menu 
choose “Shut Down.” All your disks will pop out and 
you’ll get a reassuring dialog box telling you that you 
can now turn off your computer safely. 

Turn it off with the same button you turned it on, and 
away you go! On any of the Mac I Is, “Shut Down” will 
also automatically turn off the computer. 



^Alternate scenario: If you have a hard disk, then you 
probably need to open the hard disk w'indow every' time 
you turn on the computer. You can just leave that window' 
open when you shut dow'ii and the next time you turn 
your Mac on, that window will be open and w’iiiling for you. 

In fact, some people like to leave often-used applications 
or documents right out on the Desktop where they are 
easy to reach, instead of in a window. Just drag the icon(s) 
out of their window’s and make a neat little stack of them 
off to the side somew'here, or along the bottom of the 
screen. They will stay there even after you shut dow'n. 
Keep in mind that some applications won’t open if they 
can’t find certain supplemental information that is kept 
in the original folder. If you can’t open the application 
from the Desktop, put it back in its folder and w'ait until 
you get System 7 (see Aliases in Chapter 28, page 127). 



Chapter Seventeen 



Shutting Down 



Good 

Housekeeping 
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Fonts 



Chapter Eighteen 



In the Mac environment, the term fonts refers to the 
typefaces available. Technically, that’s not exactly what 
it means traditionally, but we’ll let it pass rather than 
confuse the issue. 



Certain fonts are standard with the System that comes 
with your Macintosh: 



Geneva 
New York 
Monaco 

Chicago 

Venice 



Helvetica 

Times 

Courier 

Symbol (Greek 8c other characters) 



The list is separated into two columns intentionally — 
do you notice anything funny about them? No? Well, 
it’s this: one list is all city names; the oilier is not. Big 
deal, you say. 

Actually, it is a big deal. The Mac prints to basically three 
sorts of printers: QuickDraw prifilers like the ImageWriter, 
with a lower resolution of about 75 dots per inch, or the 
HP DeskJet or the Apple StyleWriter, with resolutions 
of 300 to 400 dots per inch; PostScript laser printers, with 
resolutions of 300 to 600 dots per inch; and PostScript 
imagesetters such as the Linotronic, with very’ high resolu- 
tions of around 2000 dots per inch. The highei' the resolu- 
tion, the clearer and shaipcn' the printed letters look, VVOiat you 
are reading right now is from a Linotronic. 

Macintosh fonts are either bitmapped, designed for tlie low 
resolution of the computer screen and for printers like the 
ImageWriter; or outline, designed for high resolution like 
the LaserWriter or Linotronic. The city names clue you 
to which font works best with which type of printer. 

The typefaces Helvetica and Times are ver)' popular, 
standard typefaces in traditional type, which the Mac 
is emulating. Courier is monospaced and shaped like a 
t)pical typewriter font. These three, plus Greek Symbols, 
are installed in the Macintosh system, as well as in most 
laser printers (printers with the higher resolution of 300 
dots per inch. They look very nice when printed on the 
LaserWriter or any of the high-end printers. 

System 7 malor update: TrueType Fonts, Chapter 30 page / 35 ' 



Fonts 




Interesting Font 
Information 



Printers: QuickDrciw 
and PostScript 

Note: if you want a little 
more in-depth explanation 
of QuickDraw printers 
and PostScript printers, 
seepage 155 in 
Chapter 32 on Jargon. 



Traditional Typofacos 
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Fonts 



Name Associations 



Other Installed Fonts 



Important 

Information 



Now, what city do you associate with The Times? 

New York, you say? (Actually, Times was invented for 
The London Times, but we’re in America, so...) How 
right you are! Nevf York is the bitmapped^ QuickDraw version 
of Times. Times has been redesigned into New^ York to 
look as clean as possible for the lower resolution of 
the Macintosh screen (72 dots per inch) and for the 
ImageWriter printer (approximately 75 dots per inch). 

This’ll stump you — ^what countn^ is the typeface Helvetica 
named after? Wrong again, dear — Confederalio Helvetia 
is what Switzerland calls herself. Do you see a font with a 
city-name associated with Switzerland? Of course: Geneva. 
Geneva is the bitmapf)ed, QuickDraxo vemon of Helvetica. 

The bitmapped version of Courier (w'hich looks like 
a typewriter and why anyone would want to use a laser 
printer to make their work look like a typewriter is a 
mysteity to me) is Monaco. 

Other PoslSnipt fonts are also installed into the Apple 
LaserWxi tej iiselt' Tind into many other PostScript printers, 
so if you have bought them and they are installed in your 
Systein you can use them without any trouble. 

Palatino Bookman 

Avant Garde New Century Schoolbook 

Zapf Cftancertj Zapf Dingbats: 

(Zapf Chancerys by the way, was designed by a German, 
Hermann Zapf, but modeled on an old Italian calligra- 
phy. Its ImageWriter version is Venice, an Italian city. 
Zapf Dingbats: dingbats is a technical printers/typographers’ 
term referring to those little tiny pictures.) 

The fonts tliat don’t come with your System are things 
you have to buy; they are often called downloadable fonts. 
They come on a disk and must be installed into your 
System with the Font/DA Mover. Apple provides a Font/ 
DA Mover on one of the disks that arrived with your Mac 
(see Chapter 19 to learn how to w*ork with the Mover). 

That’s a lot of veiy interesting trivia, you say, but so what? 
Well, the imporUmt thing to remember about all this is 
the cardinal rule: 
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Fonts 



Never use a typeface with a city name 
on a PostScript printer. 

What happens is the LaserWriter, or any other PostScript 
printer, can’t read bitmapped fonts so it has to create 
them when you print. Many programs will automatically 
substitute Times for New York, Helvetica for Geneva, and 
Courier for Monaco, fooling you into thinking you have 
the real outline font. Have you ever seen (or produced) 
work on a LaserWriter where the words had awkward 
gaps between them, the numbers didn’t line up, the tabs 
didn’t line up, the shift-line was broken, or they looked 
almost as raggedy as on the screen? That's the result of 
printing city-named fonts on a PostScript printer. 



Why Not? 



Examples: 




This is an example of This is an example of 
9 pt. New York from the 9 pt. New York from the 
LaserWriter with no LaserWriter with auto- 
font substitution. malic font substitution. 



This is an example of 
9 pt. Times from the 
LaserWriter. It doesn’t 
need font substitution. 



The bitmapped city-named fonts were designed (and 
actually look better than the others) for the screen and 
for the ImageWriler. 

The type size listings in the Mac also have a little vagary 
that’s nice to know about. Have you noticed how some 
of the sizes listed are in outline style (which has nothing 
to do with outline fonts) , and some are not (see right)? This 
can be different for each font. 

WTiat the outlined number is indicating is that this 
particular size for this particular font has been installed 
in the System. It will look its best on the screen in the 
outlined size, and will print best on a QuickDraw printer 
in the outlined size. You can ask for any other size, and 
in some programs type in your own size up to 127 point 
or beyond, but it’ll look funky on the screen. The bigger, 
the funkier. And if it looks funky on the screen, it w'ill 
look funky on a QuickDraw printer because that printer 
can only reproduce what it sees on the screen. 

A PostScript laser printer, on the other hand, can create 
a PostScript font (not a city name) in any size you like. So 
even if it looks totally gross on the screen, the laser printer 
will print it as neatly at 95 point as it will at 12 point. Note 
the example on the next page. 



Type Size 
"6 
8 

m 
ns 

14 
18 



V 



1 



Installed 

sizes 



Note: read about ATM 
and how it can improve 
the printing of fonts on 
QuickDraio printers; 
page 141. 



System 7 update: citynamed fonts, page J3S: type sizes, page 135. 
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Fonts 






57 point limes 
on the screen and 
prink'd on the 
ImageWriley' 



R R 



37 point Times 
printed on the 
iMserWnter 



If you acquire more screen sizes (or entire fonts, for that 
matter), you can install them with your Font/ DA Mover 
(see Chapter 19). 



Warning: technical information below 



Screen fonts 
fand Printer fonts 




Fonts 



The suitcase icon that 
holds screen fonts; used 
with the Font /DA Moxh^. 




NewBasRom 



Icon representing 
a printer font. 
(ITC iWno liaskenntU Roman) 



More Examples 
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Simple bitmapped fonts, which are those fonts de- 
signed for the screen and QuickDraw printers like the 
ImageWriter and which usually have a city name, have 
only one part to them — the screen font itself. Since a 
QuickDraw printer prints what it sees on the screen, the 
.screm font contains all the necessar)’ information. Once 
the screen fo7it is installed in the System (it will show up in 
your font list), youVe ready to type and print with it. 

PostScript fontS/ however (those designed for PostScript 
printers such as the LaserWriter), have two separate parts: 
a bitmapped screen font and a corresponding printer (or 
outlind) font. When you acquire new PostScript fonts, you 
must install the saeen font WiXh the Font/DA mover, just 
as with simple bitmapped fonts. You must also put the 
pnnter font icon into the System Folder. Printer font icons 
cannot be inside any other folder inside the System 
Folder or the printer won’t be able to find them. 

The PostScript fonts that Apple provides with the Mac 
and with the LaserWriter, as well as any fonts that are 
included in any other PostScript printer you may buy, 
have their printer fonts installed directly into the printer, 
.so you needn’t worr\' about finding and filing their 
printer icons. 

On the following pages are examples of the fonts that 
are supplied with your Macintosh System, and also the 
other fonts that are installed in the Apple LaserWriter. 

(Notic£ the apostrophes printed in these examples! See page 90 
if you are interested — which you really should l?e — in how to 
type apostrophes and quotation marks.) 



System 7 update; screen fonts vs. printer fonts, page 136. 






Fonts 



Simple bitmapped fonts (city-named) on the ImageWriter 

Faster Quality ▼ Tall Adjusted 



Geneva ( 1 0 point) 

Plain: The quick brown fox jumps over the lazy dog’s back. 

Bold: The quick brovn fox jumps over the lazy dog's back. 

IWfc: Tfie quick i>ro\v'u fox Jumps over iiic l&rq ^ 's tack. 

fffaf tial: The quick hrevu Tex Jumps ever the lazy doge's hack. 

Nev York (10 point) 

Plain; The quick brovn fox jumps over the lazy dog's back. 

Bold; The quick brovn fox jumps over the lazy dog. 

Italic: The quick ttewn fbx Jumps over the lesy <k^ 's tack. 

Bid Itak: The quick trowa fox Jumps over the laxy dog. 

Monaco <9 point) 

Plain; The quick brown fox jumps over the lazy dog’s back. 

Bold: The quick broun fox Juaps over the lazy dog. 

itaif'c: The quick bromt fox ju/sps o(,er the fazy dog's back. 

Bdl taf: The quick brawn fax Jumps aver the fazy dag. 



Chicago (10 point] 

Plain: The quick broiun fan jijfnps ouer the lazy dog’s bach. 

Bold: The quick broivn fou Jumps over the lozg dug. 

Itaht: The quick hreutu fou Jumps utrer the iazg dog ’e back. 

Bid lief: The quick hrumu fOM Jumps auer the tazg du^. 

1 ^ettu» f 10 poltitj 

T^!at.tt: Tfie qisidt brofcvri fox jumps oveir tfue Cozy cCog’s batkt,. 

BaC<£: Ttis quick, hrmun. Jox. jumps aver kite dog. 

TXaltc: Tfteqttick, brouet fox Jiftryjs otter dte faxy dcq's £aeik: 

Ttfcf %Pa£f The qtdudi hmttrm fax. Jumps otrxr Hits £axy sTag. 
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Simple bitmapped fonts (city-named) fonts on the LaserWriter 
no font substitution 

(The lines are drown in, as opposed la using the underline lundion) 



Geneva (1 0 point) 

Plain; The quick brown fox jumps over the lazy clog's back. 

Bold: The quick brown fox jumps over the lazy dog's back. 

Italic: The quick brown fox Jumps over the lazy dog's back. 

Bid Ital: The quick brown fox Jumps over the lazy dog's back. 

New York (10 point) 

Plain: The quick brown fox jumps over the lazy dog’s back. 

Bold; The quick brown fox jumps over the lazy dog. 
Italic: The quick brown fox jumps over the lazy dog's back. 

Bid Ital: The quick brown fox jumps over the lazy dog. 

flonaco (9 point) 

Plain! The quick brown fox jumpa ouer the lazy dog’s back. 

Bold; The quick brown fox Jumps over the lazy dog , 
Italic; The quick brown fox Jutnpa over the lazy dog'e back. 

Bdital :The quick brown fox Jumps over the lazy dog, 

Chicago (1 0 point) 

Plain: The quick brown foK jumps ouer the lazy dog’s back. 

Bold: The quick brown foK Jumps oner the lazy dog. 

Italic: The quick brown foH Jumps ouer the lazy dog's back. 

Bid Ital: The quick brown fan Jumps ouer the lazy dog. 

Penice (10 point) 

Plain: TIte quick, brown Jox jumps over the tozy clog’s bock.. 

Bold.: Tlie quick, brown /ox jumps over tfie lazy dog. 

Italic: The quick Brown fox Jumps over the lazy dog’s back. 

Bid Ital: The quick brown fox Jumps over the lazy dog. 
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Fonts 



imageWriter fonts on the LaserWriter ▼ automatic font substitution 

frhe lines were created using the underline function; notice how awful they look, crowding the words. 
Also notice the awkward word spacing.) 



Geneva CIQ point) 

Plain: The quick brown fox jumps over the lazy dog's back. 

Bold: The quick brown fox jumps over the lazy dog’s back. 

Italic: The quick brown fox jumps over the lazy dog's back. 

Bid Ital: The quick brown fox jumps over the lazy dog’s back. 



New York (10 point) 

Plain: The quick brown fox jumps over the lazy dog’s back. 

Bold: The quick brown fox jumps over the lazy dog. 

Italic: The quick brown fox jumps over the lazy dog’s back. 

Bid Ital: The quick brown fox jumps over the lazy dog. 



Monaco (9 point 1 

Plain: The quick brown fox jijinps over the lazy dog's back. 

Bold: The quick brown fox jumps over the lazy dog. 

Italic: The quick brown fox jumps over the lazy dog's back. 

Bdital: The quick brown fox jumps over the lazy dog. 

Chicago (10 point) 

Plain: The quick broiun foK jumps ouer the lazy dog’s back. 

Bold: The quick brouin foK jumps ouer the lazy dog. 

Italic: The quick broivn ton jumps ouer the lazy dog’s back. 

Bid Ital: The quick brown ton Jumps ouer the lazy dog. 



Venice ( 1 0 
Pfain: 
Botd: 
ttaCic: 

BCd tta£: 



point) 

The quick, brown Jox jumps over tfie lazy dog’s back,. 
The quick, brown Jox jumps over tfve lazy dog. 
The quick, brown fox jumps over the lazy dog's back. 
The quick brown fox Jumps ouer the lazy dog. 
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PostScript (outline) fonts on the LaserWriter * no font substitution 

IThe lines are drawn in, as opposed lo using the underline lunclioni 



Helvetica (12 point) 

Plain: The quick brown fox jumps over the lazy dog’s back. 

Bold: The quick brown fox jumps over the lazy dog’s back. 

Italic: The quick brown fox jumps over the lazy dog’s back. 

Bold Ital: The quick brown fox Jumps over the lazy dog’s back. 

Times (12 point) 

Plain; The quick brown fox jumps over ihe lazy dog’s back. 

Bold: The quick brown fox jumps over the lazy dog’s back. 

Italic: The quick brown fox jumps over the lazy dog’s back. 

Bold Ital: The quick brown fox jumps over the lazy dog’s back. 



Courier 


(12 


point ) 














Plain : 


The 


brown 


fox 


jumps 


over 


the 


lazy 


dog . 


Bold: 


The 


brown 


fox 


j\nt^s 


over 


the 


lazy 


dog. 


Italic: 


The 


brown 


fox 


j umps 


over 


the 


lazy 


dog. 


Bid Itl: 


The 


brown 


fox 


jumps 


over 


the 


lazy 


dog. 



Symbol (12 point) 

Plain: Trje 0 oixk ppowv (j) 0 ^ (p-u|in 0 ocjep xr|e Xa^vii SoyFlo Pax^- 

Bold: Tr]e 0 uixk ppocov (}) 0 ^ (popno oojep Trje SoyFlo PaxK. 

Italic: Tqe dvixx ppotov (po^ (pvpna omp trie XaCyr doyflo 

Bold Ital: Tqe 9vixx ppocov (po^ (pvpna ofuep trfe Xafjxy doyflo Paxx. 

Palatino (12 point) 

Plain: The quick brown fox jumps over the lazy dog's back. 

Bold: The quick brown fox jumps over the lazy dog's back. 

Italic: The quick brown fox jumps over the lazy dog's back. 

Bold Ital: The quick brown fox jumps over the lazy dog's back. 
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More PostScript (outline) fonts on the LaserWriter 



Avant Garde (12 point) 



Plain: 

Bold: 

Italic: 

Bldltal: 


The quick brown fox jumps over the lazy dog's back. 
The quick brown fox jumps over the lazy dog’s back. 
The quick brown fox junnps over the lazy clog's back. 
The quick brown fox jumps over the lazy dog’s back. 


Bookman (12 point) 




Plain: 
Bold: 
Italic: 
Bid Jtal: 


The quick brown fox jumps over the lazy dog’s back. 

The brown fox jumps over the lazy dog’s back. 
The quick brown Jox Jumps over the lazy dog’s back. 
The brown fox jumps over the lazy dog’s back. 


New Century Schoolbook (12 point) 




Plain: 

Bold: 

Italic: 

Bldltal: 


The quick brown fox jumps over the lazy dog^s back. 
The quick brown fox jumps over the lazy dog. 
The quick brown fox jumps over the lazy dog*s back. 
The quick brown fox jumps over the lazy dog. 


Zapf CfumccTy (12 point) 




fPCain: 

‘Bold: 

Italic: 

'BCdlial: 


Tfie quick.Broumfo?(jumps over the (azxj dog's Sackz 
The quick,hrozi/nfo?(jumps over the (azy dog's Sochi. 
The quichiSroufnfo^Jumps over the Cozy dog's Sack. 
The quichiSrozvnfo?(j limps over the Cozy dog's Sachu 


No, this isn’t a 
ty|)ographic error: 
Zzip{ Chancery is 
small for its size, and 
doesn't change styles. 
Neither does Symbol. 


Zapf Dingbats (12 point) 





Plain: 

CAPS: 4-A-* 0*A"s2r* •A-**!*^ 

Italic: mm ooum ^Qi ^mooA Q*mo r# 

OMtlime: QO^*# ©OQDD ®QI ^K-OOOA □<»®0 VO 



See the Zapf Dingbats chart on page 183. 
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Font Sizes Below are tw^o PostScript fonts shown in several sizes to 
give you an indication of what to expect in a particular 
size. They have been printed on a Linotronic. Times is a 
serif; Helvetica is a sans serif (This book is set in 10 point 
ITC New Basker\alle, with heads in 10 point Futura Bold.) 



This line is scl in 6 point Times. 

This line is set in 8 point Times. 
This line is set in 9 point Times. 
This line is set in 10 point Times. 
This line is set in 12 point Times. 
This line is set in 14 point Times. 

This line is set in 18 point Times. 

This line is set in 24 point Times. 

This line is 30 point Times. 

This line is set in 36 pt. 

This line is set in 6 point Helvetica. 

This line is set in 8 point Helvetica. 
This line is set in 9 point Helvetica. 
This line is set in 1 0 point Helvetica. 
This line is set in 12 point Helvetica. 
This line is set in 14 point Helvetica. 

This line is set in 18 point Helvetica. 

This line is 24 point Helvetica. 

This line is 30 pt. Helvetica. 

This line is set in 36 pt. 
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Font/ DA 
Mover 



Chapter Nineteen 



A font is a typeface. DA sumds for desk accessory/ 
the items under the Apple menu on the far left (see 
Chapter 20 for more info on DAs). To move fonts or 
desk accessories from one place to another, like from 
a suitcase icon to your System, or from the System on 
your hard disk to a System on a floppy, you need to use 
the Font/DA Mover. Also use this tool to remove fonts or 
desk accessories from a System. 

When you buy your Mac, a Font/DA Mover is supplied 
on one of the disks. Typically it’s stored in the System 
Folder or Utilities Folder, but it can be kept an)^vhere 
you like, even on a separate floppy for occasional use. 

\Miere do you find the fonts to install? Well, you’ll 
notice in your System or Utilities Folder you have a 
little suitcase icon with a big letter i\ on it (you should 
have one, anv'way — it may be in another folder or on 
one of your original disks). This icon represents the 
container for your screen fonts; il you double-click on 
it you wall get the same dialog box as if you opened the 
Font/DA Mover. 

Fonts also reside in your System, after they have been 
installed. A few are installed at the factory, and if you 
bought other fonts at the same time as buying your 
computer, the shop may have installed them for you. 
You cannot double-ckick the System icon to see them, 
though (not unless you have System 7). 

To install or remove fonts or DAs, find the Font/DA 
Mover icon (as shown at the top of the right-hand 
column) and double-click on it. You will see the dialog 
box shown on the following page. 

illlif 



Font/DA Mover 





Font/DA Mover 



Where Fonts 
Reside 





Fonts 

Fouls reside in suitcase 
irons or directly in your 
SysUm icon. 



Using the 
Font/DA Mover 



System 7 upc/o/e; Font/DA Mover, page 136; where fonts reside, page 136. 
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Font/da Mover 

This indicates xvhetfwr 
yoiTre viming fonts or D As. 



Your font list is 
probably diffeient. 



This klLs you where 
this list of fonts or 
DAs is located. 



® Font 

O Desk Rccessory 



Mouer 



Boston 10 




[ ] 






Boston 12 










Chicago 12 


m 


[Remoue ] 






Courier 12 


bii 








Geneua 9 










Geneua 10 




3846 bytes 






Geneua 12 


§ 


selected 






System 








on Hard Oisk 




( Help ] 


1 


917K free 






1 


[ Close ] 




( Quit ] 


[ Open... ] 





Boston 12: The quick brown fox Jumps 



Font/DA Mover dialog box 



Click on the 
name of a 
font to shoxo 
a sampk 
of it here. 



over the 



Click this 
button to 
find another 
file xinth fonts 
in it. 



The Font/ DA Mover aulomatically opens to show you 
(in the left-hand list box) the fonts that are installed 
on the System that is running the machine, or the fonts 
that are in the font hie you just opened. Notice the sizes 
listed? Those are the ones that will show up in your 
applications as the outlined numbers, the sizes that are 
installed (as noted on page 67). 

On the right-hand side is an empty box above a button 
labeled “Open.” This side is waiting for you to open 
anotlier font hie so you can transfer tliem back and forth. 
So... click on the Open button to get this dialog box: 
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El utilities 

E Utilities 

[ Eject ] 

[ Driue ] 



[ Open ] 
[ Neiu ] 
[ Cancel ] 



The Open dialog box within the Font/DA Mover 

From this dialog box you can find tlie file that contains 
the other fonts {Note: The file you want may be the System 
on another disk, or the suitcase file named Fojits, as 
shown above, or perhaps it is called Screen Fonts): 

▼ If the file is on a disk in another drive, click Drive 
to see it. 

▼ If the file is on another disk and the current disk 
must be ejected to put that one in, click Eject and 
stick the other one in. 

▼ When the file is vi.sible in this dialog box, select 

it by clicking once on the name, then click Open; 
or simply double-click on the name to open it. 

As soon as you open an appropriate file, you get back to 
the original dialog box (as shown on the prevaous page); 
this time the ng/i/-hand box will have all the fonts from 
the file you just chose. 

At this point you simply select the fonts from cither side 
that you want to copy or remove (select them by clicking 
once on them), then choose “Copy’’ or “Remove.” You 
can use shift-clicking here to select more than one font 
at a time to copy — hold the Shift key down w'hile clicking 
on or dragging over all your choices; they can all be 
copied or removed simultaneously. 






D Fonts 



CD System Folder 
D Update Folder 




Font/da Mover 



'^7 Installing or 
▼ Removing 

Desk Accessories 


Macintosh desk accessories are also stored in a little 
suitcase icon or in the System. Accessories you buy 
from an outside source often have their own icon. 


H , 

Desk Accessories 


Installing or removing desk accessories works exactly 
the same as with fonts; just be sure to click the button at 
the top of the Font/DA Mover dialog box to select DAs 
instead of Fonts. 


A Note About 
Families, 
Fonts, 
and Styles 


Macintosh uses some of the typographic terminolog)' 
in a slightly different way than traditionally, particularly 
in the way it defines “font.” As an example, one of your 
fonts is named Times. Times is actually a generic family 
name; in the Times family you have regular, italic, bold, 
and bold italic; technically, each one of these members of 
the family is a separate font each with its own separate 
group of charactei's. In the Macintosh environment, when 
you are working with the typefaces insUilled in the laser 
printer, the family name, such as Times, is considered 
the font name; the variations such as bold or italic are 
considered styles. It is important to know, though, that 
this is a Macintosh convention, because . . . 


A Note About 
Downloadable 
Fonts 


When you buy fonts that are not installed in your printer 
(any font without a city name other than the ones listed 
in the Font chapter), you usually cannot change the style 
from the menu; these other typefaces follow standard 
convention and each different style is considered a separate 
font and must be treated as such. For example, if you 
are using Futura and want to italicize a word, you must 
choose the font Futura Italic from the font list — you 
cannot simply choose “Italic” from the Format or Style 
menu. Now, this is not always true — font technology is 
changing so rapidly and the standards are not defined 
yet and everybody is fighting everybody else for supreme 
font power. If you will be using typefaces other than 
the standard installed ones, be sur e to r ead about and 
understand them — they are usually termed doxirnloadable 
fonts, as they must be downloaded into the printer in 
order to use them. If you want to know all about Macintosh 
fonts, r ead The Macintosh Font Book, by Ei fert Fenton. 
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System 7 update: installing desk accessories, page 1 13. 



Desk 

Accessories 



Chapter Twenty 



Desk accessories (DAs) are handy little tools found 
in your menu under the Apple, designed to make life 
easier. Access them like any other menu item — slide 
down the list until it’s highlighted, then let go. They’re 
all windows, so they can be moved around the screen 
from their title bars and closed with their little close 
boxes. They all work from within the System, so you 
can open any of them while you are in any application. 

You can buy an amazing number of desk accessories, 
many for very low prices. They do all manner of useful 
and useless things. This list explains Just the ones that 
come standard with any Mac. 

The Alarm Clock w'on’t w'ake you up in ihe morning, but 
it will beep at you while you’re sitting at your computer. 
After it beeps once, the apple in the corner flashes on 
and off; on the new'er systems it flashes from an apple to 
an alarm clock. The problem with this alarm is that it 
doesn’t turn itself off — even if you turn off the computer 
and come back next week, the alarm clock is still flash- 
ing; you have to go get it and turn it off yourself. 

When the clock is the aclwe xoimlowon your screen, you 
can press Command C and create a copy of the date 
and time; set your insertion point down an\^itere, even 
under an icon at your desktop, and press Command V; 
the date and time will paste into your doctiment, like so: 
1:38:07 AM 12/5/91. 

□ To change the settings, begin by clicking on the tiny 
flag on the right; it will open up to a little control panel. 
After changing a setting, click an)'^vhere in the clock 
window' to put it into effect. 

□ To change the time: 

▼ Click on the time clock icon on the bottom left. 

▼ Click on the number in the middle panel that you 
wish to change (this will cause little tip and down 
arrows to appear on the right). 

▼ Click on the arrows to move the time foi-w’ard or 
backw'ard or 

▼ You can type 'm the numbers once you select them, 
either fiom the keyboard or the keypad. 



Desk Accessories 



Alarm Clock 

□ 2:02:10 PM * | 

Press on the numbers to 
drag this clock anywhere 
on you r screen. 



f 

m 



Mg 



□ 10:39:34 PM f 


10:39:34 PM 


m 






1^ 


1 time dock 

calendar 


alarm 

clodi 
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Arroxos xvith lohich to 
change the numbers 



□ 7:25:34 PM 




m 


1:15:00 RM ||| 




3 | 




^9 



Tfie switch to turn 
the alarm on or off 




Calculator 






▼ Change the am or pm notation the same way. 

▼ Note: yon can press the Tab key to move the 
selection from hours to minutes to seconds, etc. 

□ To change the date: 

▼ Do the same as for the time, after clicking on 
the little calendar icon. 

□ To set the alarm: 

▼ Click on the alarm clock icon. 

▼ Change the time to when you want it to go off, 
as detailed above (check the am or pm notation). 

▼ Click the little switch on the left to the up position 
(you’ll notice the zingers around the icon now). 

▼ When the alarm goes off, you’ll get a beep and/or 
your menu will flash, and the little apple in the 
menu will flash on and off. 

□ To close up the clock: 

▼ To just get rid of the control panel, click on the 
flag in the upper right again. 

▼ To put it away altogether, click in its close box. 

□ To turn off the alarm: 

▼ To turn it off temporarily, but leave the alarm set for 
the next day at the same time, simply get the alarm 
clock and then click in its close box. 

▼ To turn it off permanently, you must go in and 
reverse the process of turning it on; that is, click 
on the alarm clock icon and turn off the switch. 

The Calculator is a very’ handy item to have. It operates 
Just like your hand-held calculator, although it has only 
the four basic functions. Remember, it’s a window so it 
can be dragged around like any other window and put 
away with its close box. Access it in any application. 

▼ Operate it with the mouse, keyboard, or keypad. 

▼ If using the keyboard, make sure you use the real 
numeral 1 (one) and not a lowercase 1 (el). 

▼ The dhdsion sign is the slash: /; the multiplication 
sign is the asterisk: * . 

▼ The answer can be copied and pasted into your 
document using Copy and Paste from the Edit menu. 
You don’t need to select the numbers first — if the 
Calculator is the active window, tlie Copy command 
knows what to copy. You can also copy numbers from 
your document and paste them into the Calculator. 
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The Chooser is where you choose which printer you wish 
to use. If you are working from a liard disk at 
home or at work and are hooked up to only 
one printer, or if you always use the same 
System disk in the same computer, you need 
to do this only the very' first time you print. 



Chooser 




□ Choose the icon for your printer: 

▼ In the left-hand box you see the printers 
whose icons are in your System Folder; 

▼ Click on the icon of the printer you are going 
to use (in this example it’s the ImageWriter). 

□ Click on the name or the port icon of your printer: 

▼ Depending on which printer icon you choose on 
the left, in the right-hand box you’ll see either 
names of the printers available, or port icons (the 
port icons are asking to which pori, or plug on the 
back of the Mac, your printer is connected). In the 
example you see the choice of a printer port or a 
modem port (here the modem port is chosen, as 
my La.v^Writer is plugged into the printer port). 

□ Adjust the network option (a netw'ork lets more 
than one computer talk to the same printer; in tliis 
example it’s AppleTalk): 

▼ If yours is the only Mac hooked up to an Image- 
Writer, then AppleTalk will most likely be inactive; 
if several computers are sharing the same printer 
or if you are connected to a LaserWriter, then 
AppleTalk should be active. 

□ If you type your name in the “User Name” box, you 
will then have the pleasure of seeing your name on 
the screen. 

□ Click the close box and continue to print. 

TheConfrol Panel allows you to customize the Mac 
to your own specific preferences, such as what kind 
of sound to make and how loud it is, how fast the 
insertion point flashes, the pattern of your Desk- 
top, etc. What your particular Control Panel has in 
it depends on what System you are using and what 
is inside your System Folder. 

Many of the items are self-explanaton’ — -Just click 
on the radio buttons or on the numbers or on the 

System 7 major update: Control parcels, page 1 23. 



Select a pnnierport: 



a 



AppleTalk 



® Active 
O Inactive 



Control Panel 
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words in a scroll box to alter things to your fancy. Here are 
a few specifics for areas that may not be so obvious: 



Click here to viexo 
patterns \ | 




Desktop Pattern 

Click here to 
change your screen. 
Double-click to save a 
neu) patteim. 



□ Desktop Pattern 

▼ On the “Desktop Pattern” click on the tiny right 
and left arrows — this will take you through a variety 
of patterns; when you like one, click on the pattern 
under arrows and your Desktop will change. 
When you find tlie blank pattern, draw in it with 
the mouse to create your own — clicking on a white 
pixel turns it black; clicking on a black pixel turns 
it white, “erasing” it. All patterns can be edited. 

□ Clock & Calendar 



▼ Setting the time and date here will change the 
Alarm Clock desk accessoiT also, and vice-versa. 



□ 



Keyboard 



Keg board 



Ktg R*p*«t 


DeUg UntU 


000(s>0 


o o®oo 


SW F*st 


Off Long Short 



▼ Ever)' key on the Macintosh keyboard will repeat, 
meaning if you hold the key down it will continue 
typing that character across the page. With the Key 
Repeat Rate panel you can control how fast it types 
that character across the screen. 



▼ With the Delay Until Repeat you can turn off that 
function, so the keys will not repeat when you press. 

▼ Long to Short gives you control over how hngyou 
can hold your finger on a key before it starts to 
repeat. This is wonderful for people who are heavy 
on the keys — set it for a long delay so if your fingers 
dawdle on the keys you won’t end up with extra 
characters all over the place. 







□ 



Sound 

▼ Just click on one of the sounds in the list box on 



the 



Alert Sound Setting 



Boing 

Clink-Klank 
Monkei 



o 



ight and you’ll hear it at the level that you set 
your volume control. Whichever sound 
you choose last will be the one you hear 
whenever Mac wants to beep at you. If 
you don’t want to hear sound, set the 
speaker volume to zero — your menu bar 
will flash instead. 
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□ Mouse 

▼ The slower you set your mouse tracking speed, with 
Tablet being the slowest, the farther you have to 
move the mouse in connection with its response on 
the screen. In other words, if you have a ven- small 
space for your mouse to move around in, then set 
this to the fastest speed — the pointer will move 
farther on the screen with the minimal amount 
of movement on the mouse pad. 



r=j| Click on this icon 
to get to its controls. 



Moum Tricking 

[2l -iO 

(Ti6WI} (Mous*) 

o o o o ® 

V»rv Skw Slov f **1 




CZ3 Hord Disk 
search for: 



Q e*turt*Cx«*1 
D rirnlB»u«Ti» 



Crtited 

Sn» 



frl. Jvi3, 1992; 2.43 AM 
22, 1992,3 21 AM 

08 bvtw, 

0 SK on <tlsk 



This is a most wonderful tool. There is a little man in 
Find File who will find you anything you 
want, even if you have no idea where it is 
or its exact name. The file may be in a 
folder w'hich is in a folder which is in a 
folder. Well, this guy will go get it — he’ll 
look in even^ folder on your hard drive or 
only in the folder or disk of your choice. 

He won\ look in your refrigerator or 
under the sink. 

He’ll not only find your file, but if you ask him nicely he 
will put it on the Desktop for you. Then when you’re all 
through and don’t remember wiiere it came from, just call 
him up and he will come right over and put it away for you, 
right back wiiere it came from. Wliat a guy. 

□ To locate a file: 

▼ The insertion point is flashing; you need to type 
at least three letters of the file name you want 
(actually, you can search with only one letter, but 
if there are too many files w'ith that letter in it you 
will get a message telling you to be more specific). 

▼ If necessary^ click on the name of the disk showm in 
the upper left of the wdndow to search another drive. 

▼ Click on the little man or press Return. 

▼ Stop the search at any time by clicking on the 
stop sign w'ith the hand on it. 

▼ The names of any files found xoith those conseaitive 
letters in the name will be listed in the window. 

▼ Click on the name of the file you want (if the scroll 
bar is gray, press ihe arrow to see more found files). 
In the bottom right you will see exactly where the 
selected file is located. Make a note of wiiere it is. 

□ Put the file on the Desktop: 

▼ You can now' either close Find File and go get your 



Find File 



E 



Uiork Samples 
a marks 
Q Programs 
qp Hard Disk 






The particular file 
selected here 



is in a folder called 
V^^orks Samples, 
lohich is in a folder 
called Works, which 
is in a folder called 
Programs, which is 
on the Hard Disk. 
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Key Layout 



This is the icon that must 
be in ymir System Foldin' 
in ordin' to vieut the 
special characters. 



file, or go up to the menu bar — notice you have a 
new item: Find File. 

▼ (Ihoose “Move to De.sktop...” to have the file pulled 
out of its folder and placed on the Desktop. 

□ Put the file away: 

▼ l.ater, at your Desktop, when you want to put that 
particular file away and you don’t remember where 
it came from, select it (click once on it) and choose 
“Put Away” from the File menu; the little man will 
come and get it and put it away for you. 

□ From inside an application: 

▼ If you’re working on a job inside a program, then 
pull down Find File and enter a name in the box. 

▼ (]lick on the little man, then click on the name 
of the file you want. 

▼ Close the Find File window. 

▼ Now when you go to the File menu in your applica- 
tion to Open a document, the file you found wall be 
waiting for you! 

If the icon Key Layout is in your System Folder, then Key 
Caps can show you the keyboard layout for eveiy font in 
your System. On a Macintosh keyboard you actually have 
four .separate sets of keys, two of which you know already 
and two of which only a few people know about. You are 
about to become In The Know. 

▼ After you open up Key Caps, you have a new menu 
item on the far right: Key Caps. 

▼ Pull down the Key Caps menu — this is a list of the 
fonts that are installed on your System; 

▼ Select the font you want; the characters of that 
font will appear on the keyboard (these are the 
characters eveiybody knows about). 

▼ To see the Shift characters, press the Shift key 
(everybody knows these, too). 

▼ To see the Option characters, press the Option key 
(Ha! You are now In The Know). 

▼ To see the Shift Option characters, press the Shift 
and Option keys simultaneously. 

Different fonts have different characters in the other two 
keyboards — some have more, some have less. Most of the 

S/sfsm 7 update- Key Caps, page ! 08. 
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Option key characters are consistent in eveiy font, so 
you can always find, for instance, the accent marks or 
copyright, trademark, and monetar)' symbols, etc., in 
the same place. 

Key Caps is only for finding the placement of all the available 
characters on the keyboard. Hold down the Option key, 
for instance, and note where the t sign is located. Once 
you discover that it is found under the 4 (the $ sign, 
logically), then you can go back to your document and 
press Option and 4; the ^ will appear. It’s exactly the 
same idea as pressing Shift 8 to get an asterisk! 

It’s possible to type the characters on the Key Caps 
keyboard, copy them (select the characters first, then 
choose Copy from the Edit menu), and then Paste them 
into your document (they will paste in wherever the 
insertion point is flashing). This works fine as long as the 
font you are using in your document is the same font you 
chose from Key Caps, or at least that they share the same 
character. Otherwise when you paste the character it will 
take on the format (type font, size, style) of the character 
to the left of the insertion point, which may not be what 
you want at all. 

▼ At the Key Caps keyboard, find the character you 
want to use; 

▼ remember what font and what keys to press to get 
that character; 

▼ go back to your document, select the font you w'ant, 
and press the appropriate keys; 

▼ can you find the apple? 

Also see pages 48-50 for more info. 

The Note Pad is a nice little feature tliat allows you to 
write up to eight pages of notes. This is a great place to 
leave prearranged mes.sages, notes about particular 
formatting used in a document, reminders, or more love 
notes. They are automatically saved (they will not be 
destroyed on rebuilding the Desktop, as Get Info notes 
will, page 31). 

The insertion point is flashing; type into it just as you 
type anywhere else in the Macintosh. You can backspace/ 
delete, cut, copy, paste, etc. Turn the pages by clicking 
on the little turned corner on the bottom left; click on 
the veiy bottom corner to turn the pages backw'ards. 

- V ' immmm 



Use Key Caps for 
finding characters 



Copy & Paste 




Veiy iuUresling — 
this apftle xtmn 7 pnnl 
on an imagaselt^. 



Note Pad 



Essays to be written 

• The three rules of life: 

1. Vour attitude Is your life. 

2. Maximize your options 
3 Never lake anything loo 

seriously 

• Creating memories for our 
children 

• Every home should have a 
stage and dance floor 



a 



Click here to turn 
the page 
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Scrapbook 



Seepages 46-^7 
if you want more 
information 
on the Clipboard. 



The Scrapbook is a place where you can store text or 
graphics permanently from \artually any program; then 
in any other program you can take a copy of it back out 
from the Scrapbook and paste it into your document. 
Once you put something in the Scrapbook it is saved to 
your disk automatically. The Scrapbook holds the entire 
(3bject or text, even though you can’t always see all of it 
in the window. 

You must go through the Clipboard to put items 
into the Scrapbook and to take them out. 

□ To paste something into the Scrapbook: 

▼ From your document, select and capy the item you 
want to place (this puts a copy on the Clipboard). 

▼ Open the Scrapbook. 

▼ Paste the item into the Scrapbook (from the Edit 
menu choose “Paste”) — it will be pasted onto the 
page that is visible, and everything else will move 
over one; nothing is being replaced, 

▼ Close the Scrapbook to get back to your document. 

□ To copy an item out of the Scrapbook: 

▼ Open the Scrapbook. 

▼ Scroll through until the item you want is visible. 

▼ Copy it (from the Edit menu choose “Copy”). 

▼ Close the Scrapbook. 

▼ Go to your document and paste it in (usually any 
text that is pasted, and sometimes graphics, will 
insert itself wherever the insertion point is flashing; 
in some programs it will just be pasted into the 
middle of the page). 

□ To delete an item from the Scrapbook: 

▼ Scroll through until the item you want is visible. 

▼ From the Edit menu choose “Clear” (Clear removes 
it from the Scrapbook without putting it on the 
Clipboard). 




86 



A Few 
Extra Tips 



Chapter Twenty-One 



This is a collection of the tips or important notes that 
are imbedded in the rest of the book, as well as any other 
hints or fascinating bits of information or shortcuts that 
haven’t been mentioned. Again, nothing is software- 
specific; it all relates to the general Mac environment. 



Caps Lock does not act like a typewriter Shift-Lock in that 
you can still type numbers while Caps Lock is down. p.20 

To move a window without making it active, hold 
the Command key while pressing-and-dragging in its 
title bar. p.22 

To align all icons horizontally with no empty spots, 
hold down the Option key while choosing “Clean Up” 
from the Special menu, p.25 

To close all the windows on your Desktop, hold down 
the Option key while clicking in the close box of the 
active window, p.25 

On Systems 6.0 and above, you can also close all the 
by pressing Command Option W. p.25 

To close all windows on the Desktop before you 
even get there, hold down the Option key while 
choosing “Quit” from any program, p.25 

To make the previous window close instantly, hold 
down the Option key while opening folders, p.25 

To print the contents of the active window on the 

ImageWriter, press Command Shift 4. p.26 

To print the entire screen on the ImageWriter, press 
Caps Lock down and Command Shift 4. p.26 

To bring the window belonging to a gray icon to the 

front, simply double-click on the gray icon, p.29 

To avoid the dialog/alert box asking if you really w^ant 
to throw away that application, hold down the Option 
key while trashing the icon. p.30 

After trashing an icon, “Empty Trash” from the Special 
menu in order to free that space on the disk. p.30 



Compendium 
of Tips 

The page number 
indicates where more 
information on tfiat tip 
can be found. 
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To create a MacPaint file (a screen dump) of anything 
on your screen, press Command Shift 3. p.SO 

To write notes on a file, use the Get Info box. p.31 

To throw away a locked file, hold down the Option 
key. p.32 

Use folders to organize your Desktop and all your 
disks as you w'ould your filing cabinet. Chapter 9 (p.33) 

Create a new folder at your Desktop before you begin a 
project and save all your related parts Into that 
folder, preventing them from getting misplaced, p.35, 52 

To select more than one icon at a time, press-(in any 
blank area)-and-drag the pointer; a marquee W\W appear. 
Anything enclosed in this marquee will be selected. 

To move all the items at once, press in any black area 
(except on the name) and drag; all the outlines will move 
simultaneously, p.38 

Another way to select more than one icon, especially 
when the icons are not near each other, is to 
press the Shift key while clicking on icons and ever)' one 
you click will be selected. Conversely, any icon 

by pre.ssing the Shift key — only the ones you click w'ill be 
deselected from the group, p.38 

To copy an icon into another folder on the same disk, 
press the Option key while moving the icon, p.38 

Never hit the Return key while typing unless you 
really do want the line to end at that word, p.42 

If you are going to center a line, don’t use Uibs or indents 
or spaces before or after the line or they will make it 
appear off-center, p.44 

While typing, the insertion point picks up the 
formatting of the character to its left — font, style, size, 
alignment, and ruler settings, p.4^1, 45, 49 

To remove all the styles attached to characters (bold, 
italic, shadowed, etc.), simply select the text and choose 
Plain or Normal, p.45 

To change the type style (lo italic, bold, etc.) of the 
next w'ord(s) to be typed, use the keyboard commands 

Repeat the command to take change ihe style back to 



normal. This avoids having to select the vvord(s), pick up 
the mouse, use the menu, and set the insertion point 
again to continue, p.45 

Don’t forget about Undo! If something happens that you 
didn’t w'ant to happen or don’t like, before you do anything 
else, UNDO (from the Edit menu, or Command Z). p.48 

To place accent marks over letters, use the Option 
characters. p.50 

Use only one space between sentences! p.50 

Never use a typeface with a city name on a PostScript 
laser printer, p. 66-67 

When saving, be sure to save directly into the folder 

you created to store your work, p.35, 52 

Make several versions of your work using “Save As....” 
p.53 

If you change your mind about the changes you Just 
made, close the document and don’t save those changes; 
when you reopen it, the document will have reverted to 
the last-saved version, p.53 

To avoid wasting paper and toner every time you turn 
on your laser printer, pull the paper tray out a bit before 
you turn it on. p.57 

When ejecting disks at your Desktop, r ather than 
ejecting them with the menu command it is prefer able 
to drag them out through the trash can. Or select the 
disk icon and press Command Option E. This doesn’t 
destroy any data on the disk, and removes the memory’ of 
that disk so the coruputer doesn’t ask for it again, p.62 

If a disk is stuck in the computer after the computer 
has been turned off, hold the mouse biuton down while 
you turn the machine back on; the disk vvdll pop out. p.62 

As a last resort to eject a disk stuck in the computer, 
unroll a paperclip and push it in the tiny hole to the 
right of the drive slot. This will release the mechanism 
and pop the disk out. p.62 

To find a file/document/ application that somehow got 
misplaced but you know it’s in there somewhere, use 
Find File fr om the Apple menu, p.83 
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Real 

Quotation 

Marks! 

‘^and ” 
* and ’ 
not " and ' 



Return Key 
Shortcut 



Replacing 
Highlighted Text 



Ellipses... 
in the Menu 



Tab Key in 
Dialog Boxes 






Using inch and fool marks in place of the real quotadon 
marks is an easily made mistake. Yes, on the typewriters 
we grew up with we used those marks, but we arc no 
longer on typewriters. Also, we are attempting to come 
close to professional type, and yon never .see inch and 
foot marks used as quotation marks in professional type. 
Unfortunately, they are not located in an obvious spot, 
so you won’t know they’re there unle.ss .somebody tells 
you. So ril tell you: 

I'hcy luon V always be 
these big round marks; 
each foul has its own 
quotes designed for it. 
See the font lists on 
pages 70-73. 



To type this mark: 
6 



Press these keys: 
C)|)tion [ 

0|)lion Shift [ 
Option ] 



Opfion Shift ] 



A double border around a button (.such as the OK 
button shown below), is a visual clue that means you 
can press the Return or Enter keys to do that fimcUon, 
instead of picking up !he mou.se and clicking on it. 

Canc^ 



Wlien text is highlighted, you don’t need to delete it 
first in order to type in what you want. When text is 
highlighted, simply type; your typing will replace the 
highlighted word(s). This is true any'where in the Mac — 
all dialog boxes, all programs, even on the Desktop when 
changing the name of an icon. 

Three dots (the ellipsis: ...) after an item in tlie menu 
is a visual clue that means you’ll get a dialog box if you 
choo.se that item. Anything that doesn’t have the ellipsis 
will just activate as soon as you choo.se it. 

In any dialog box that contains boxes for you to fill in, 
you can pre.ss the Tab key to move the selection from 
box to box. If there is data already in the box, that data 
will be highlighted and anything you type will replace it 



LjLJ 
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(you don’t have to delete it first). If tliere is no data in 
the box, the Tab key will set the insertion point there, 
ready for you to type. 

On the front of the Macintosh, if you slip your hand 
right under the rainbow apple you’ll find a little roller 
switch that will dim or brighten your screen. It’s a good 
idea to dim the screen if you’re going to be away from 
the computer for a length of time, as it’s possible to burn 
an image into the screen, just as on \ddeo games. 

There are several varieties of “screen savers” available to 
help avoid screen burn. A screen saver usually turns the 
screen black and has images that constantly move, like 
shooUng stars or geometric shapes or flying toasters. As 
soon as you click the mouse it disappears. Some screen 
savers are desk accessories that you access through your 
Apple menu; some you put in your System Folder and 
they automatically turn on after a certain period of time 
if the keys or mouse haven’t been touched. 

Several of the paint programs allow you to create a 
StartupScreen. Once you have a StartupScreen installed 
in your System Folder, every^ time you boot (start the 
computer) with that System, this image will show on the 
screen for a minute or two. This is quite fun! Simply 
create a paint document, or use clip art, and save the 
document with the name “StartupScreen.” It doesn’t 
matter what letters are capitalized, but it does have to 
be one word. Put that file into Uw System Folder. The next 
time you boot, you’ll see it! 

If you need to copy something from one floppy onto 
another floppy but your machine has only one floppy 
drive, do this: 

▼ Insert the disk you want to copy otito. VVliile it is 
selected (click once on it if it isn’t), from the File 
menu choose “Eject.” Remember, this ejects the 
disk but leaves it in R.AM (p. 51). You should see 
the gray icon on the screen after the disk ejects. 

▼ Insert the disk with the information to be copied 

from. Open it and select the files to copy: press- 
and-drag them over to the gray disk (or just drag 
the icon of the entire disk to the other disk, which 
will replace everything. — continued 



Dimmer Switch 



Screen Savers 



StartupScreen 



Copying From 
One Floppy to 
Another Floppy 
with Only One 
Floppy Drive 
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Rebuilding 
Your Desktop 



NOTE: 
This process will 
also destroy the 
WDEF virus! 



Checking Your 
Fonts at the 
Desktop 



▼ As Mac reads info from one disk and copies it onto 
(he other, she will spit out disks and tell you which 
ones to insert next. Just follow the directions; this is 
called disk-sxoappmg. It will eventually end. 

▼ If you end up with a gray disk icon on the screen, 
just drag it out through the trash. 

If you have a hard disk, you may start to notice that it 
slow's dowm after a few months. This is because there is 
an invisible file that keeps track of all the icons that have 
ever been seen on your Desktop, even if you just loaded 
them on to see what they looked like! There is a way to 
rebuild your desktop and remove all the unnecessarily 
stored information. Follow' these steps: 



1 . 



2 . 



3 . 



Turn ofT the Mac (or from the Special menu 
choose “Restart”). 

Hold dow'n the Command and Option keys. 
Turn the Mac back on (if you turned it oil), 
still holding down those keys until you see this 
dialog box: i i ■ ■ 




Are you sure you ujont the desktop 
rebuilt on the disk "Hard Disk"? (This 
may take a feui minutes.) 



j OK j] [ Cancel ] 



4 . Click OK (or, if you read the tip on the previous 
page, simply hit the Return key). 

▼ Rebuild floppy disk desktop files the same way: 
hold the Command and Option keys down while 
inserting a disk, until you see the above dialog box. 

Mac will rebuild the desktop file for you and it should 
now open and close files and folders much faster, plus 
rid it of the rude and evil WDEF virus. (Ha! System 7 is 
immune to WDEF!) 

The only problem with rebuilding is that it also destr oys 
any messages you put in your Get Info boxes. Darn it. 
(See page 31 for info on Get Info.) 

To see what fonts are in the System w'hile you are still at 
your Desktop, from the Apple menu choose “Key Caps.” 
A new' menu item w'ill appear in your menu bar: Key Caps. 
Pre.ss on it to see your font list. 
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Aaack!! 

HELP! 



This list doesn’t pretend to be an all-inclusive reference 
for eveiy son of catastrophe that may befall; rather, it is 
just a compilation of the most common, simple problems 
one may encounter when first beginning to work on a 
Macintosh. 

If the comj)uter doesn’t turn on, check rt//your sw'itches 
(w'hen the switch is labeled I or O, the I means On): 

▼ If you have a floor surge-protector bar with an 
on-ofT switch, it may have been kicked to the 
(^position — make sure it is otu 

▼ If your hard disk is external, it has its owm on-ofl 
switch that must be turned on first so it can boot 
up; then the Mac must still have its own switch 
turned on also, 

▼ If your computer has a fan unit on top with 
buttons to push, those buttons still w'on’t w'ork 
unless the switch on the back of the computer 
is also on. The button on the left of the fan unit 
typically starts the Mac, while the button on the 
right will start your hard disk (but the hard disk 
itself should be turned on first). 

▼ If you have any other devices atUtched to your 
computer, such as a scanner, hard disk, or CD-ROM 
player, sometimes they must be turned on first. 

You’re tn'ing to start your computer and Mac Just spits 
out your disk and/or gives you a big X. This usually 
happens because Mac can’t find the System Folder. If 
you arc using an external hard disk, make sure the hard 
disk unit itself’ is tin ned on, as well as any extra switches. 
If you are using a floppy disk, the disk you are inserting 
does not have a System Folder on it. Or it may have a 
System Folder, but the System Folder doesn’t conUiin the 
System icon and/or the Finder icon. Both icons must be 
on die disk; and actually, both icons must be in the same 
folder and the folder really should be named “System 
Folder” or confusion may result (even on a hard disk). 
Also, if there are any other devices attached to the 
computer, they sometimes have to be turned on first. 



Chapter Twenty-Two 



What To Do If: 



The Computer 
Doesn't Turn On 



You Get the 
Flashing X, or 
the Disk 
Gets Spit Out 
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The Screen 
Freezes 



Can't Find 
Your Document 



Can't Open 
a File 



A 1 4 Items 



77u's symbol indicates 
the disk is locked. 

"Not enough 
memory" 

to open a file? 
See page HO. 






Occasionally the computer screen just up and freezes. 
The pointer may move around, but you can’t click on 
anything and it doesn’t respond to the keys. Most often 
this is the result of static electricit)-. You can iry pressing 
Command Period, but it usually doesn’t help. Frankly, 
you just have to turn the machine off. Yes, you will lose 
everything that hasn’t been saved, which is one of the 
reasons you should SOS (Save Often, Stupid! . . . er. 
Sweetie!). 

In the beginning you may very' often save a document 
dutifully, but then when you get to your Desktop you can’t 
find it any'^vhere. This is because w'hen you saved it you 
weren’t paying attention into which disk and/or folder you 
were saving the document. Be sure to read tlie chapter on 
Saving (pages 51-53, as well as 35-36), and carefully look 
at the dialog boxes pictured there so you understand 
how to save files where you can find them again. 

Any'^vay, at the moment you can’t find it. Never fear, Mr. 
Find File can take care of it! Read about this guy on page 
83 — he’ll go get your file and hand it right over to you. 

When you find your document, put it in a folder you 
have created (page 33), Just as if you were going to put it 
in a file folder in the filing cabinet. Press-and-drag the 
document icon over to the folder or disk of your choice. 
The folder/disk should turn black; v<^hen it’s bhick, let go 
and the document will drop right in. 

Sometimes when you click on an icon you get a message 
that tells you the file is locked or in use, or maybe that an 
application couldn’t be found. 

If the disk is locked, you’ll see a little lock symbol in the 
upper left of its window'. When a disk is locked you can’t 
save to it, nor can you print from a locked System disk (if 
you are one w'ho still works from a floppy System disk). 

To unlock a floppy disk, first eject it In one of the corners 
is a little black tab that covers or uncovers a hole. \Mien 
the hole is open, tlie disk is locked (seems backwards, 
doesn’t it?). So to unlock it, switch the lab back so the 
hole is closed. (More info on page 9.) 

If the file is locked, click once on it and choose “Get 
Info” from the File menu. In the upper right corner 
there is a little box called “Locked” that may be checked. 
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If that box is checked, then click in the box to uncheck 
it and thus unlock the file. 

If the file is in use, then it’s in use. Usually you get 
this message if you tr>' to open an icon that looks like 
a Macintosh; Mac icons are part of the System. 

If it tells you an application can't be found, then one 
of two things is happening: 

▼The software application in which you created the 
document is not in the computer. Even though your 
document icon may look like SuperPaint, in order to 
view the document it has to go into the application 
SuperPaint to create itself. 

▼ Some files cannot go straight from the Desktop 
to the application, even if the application is in the 
computer also. In this case, if you know the docu- 
ment was created in a certain application and you 
know that particular application is in your machine, 
then you must go into the ap/jli ration itself (double- 
click on its icon) and open the file you want from 
inside, choo.sing “Open” from the File menu. 

WTien trying to view clip art, often you will get the 
message that “An application can’t be found,” even 
w^hen the program it was generated in is on the disk. You 
need to open the actual application itself^ then open each 
indhidual document through the File menu, choosing 
“Open” (such as MacPaint, or SuperPaint wnth the 
MacPaint button selected in the Open box). 

If you are experiencing system bombs too regularly, 
the most common reason is tliat you have more than 
one System in your computer. One System is essential; 
two Systems is too many. Even though you don’t see 
something called System Folder right there on your 
Desktop doesn’t mean you don’t have one tucked away 
in die depths of several other folders somewhere. 

If you have a hard disk, don’t use a floppy that also has 
a System on it. If the document you need is on a floppy 
that also contains a System Folder, copy the document onto 
your hard disk, eject the floppy, and open the doatmeni from the 
hard disk; you can copy the revised file back onto the 
floppy when you’re done. 



Viewing 
Clip Art Files 



System Bombs 



95 



HelpI 



Find any 
extra Systems 



Out of memory 



Desktop File is full 



INIT conflicts 



Text Formatting 
Unexpectedly 
Changed 



All easy way to find all die Systems on your hard disk and 
on any floppy disks you are using is to ask Mr. Find File 
(read all about him on page 83). Move them all (except 
one — save the latest version!) to the Desktop and throw 
diem in the trash. If you hold down the Opdon key while 
trashing them, you can avoid the nice dialog box that 
asks if you’re sure you want to do this. You won’t be able to 
throw axoay the System that is booting the machine. That ’s good. 

Understand, though, that each System has its own 
collection of fonts and desk accessories. If you have 
customized a System Folder, save that one. 

Running out of RAM is another prime cause for System 
crashes. RAM (Random Access Memoiy, page 51, 138) 
is the area in your computer where all the information 
is temporarily stored while you are working on it. Wlieii 
you Save, you send that information permanently to the 
disk and thus free up that much space in R\M. If you 
don’t save very often, RAM gets full and the Mac just 
checks out (crashes). If you have a lot of INITs (page 148) 
or fonts, remember that those get loaded into R\ivl as 
soon as you turn the computer on. Then your applicadon 
gets loaded into RAM. Then as you work, there is not a 
great deal of room left. So the moral is: Save often. If you 
run out of R\M often, buy more (in the form of SIMMS, 
page 158). Also decide whether you really need all those 
INITs and fonts and eliminate any unnecessary ones. 

If the in\4sible Desktop File gets too large, you may run 
out of memory (and your computer will work slowly). 

At least once a month you should rebuild your Desktop 
(it’s very easy; see page 92). 

If you uses INITs (page 148), keep in mind that it is not 
unusual for them to be buggy, unstable, corrupted, etc., 
especially the free ones. It’s a well-known fact that they 
can cause problems, including System crashes. If you 
think one of your INITs might be a catalyst for bombs, 
take them all out and put them back in one at a dme, 
using your computer for several days between adding 
each one. 

It’s not uncommon to open your document on another 
System and find major formatting changes. If you created 
a document on your hard disk using the font Paladno, 



96 



HelpI 



then gave a copy of the dociinieiU on disk to a co-worker 
who opened it up and found it had transmogrified itself 
into the font Helvetica and all your fonuatting was thrown 
off, that’s because Palatino was not in the co-worker’s 
System. If die document can’t find the font in which it 
was created, then it has to choose another from what 
is av'ailable. The solution is to make sure both Systems 
have the fonts. 

MisformaUing may happen occasionally even if the fonts 
are the same in both Systems. Another possible reason 
for this is that some programs create a file in the System 
Folder that holds the formatting for the document. When 
you open up the document with a dilferenl System Folder, 
it can’t find that document’s formatting. If you know you 
are going to be taking the document to another computer, 
as soon as you quit creating it, go into the System Folder 
and find the formatting file; e.g., Word SetUngs if you are 
using Microsoft Word. Rename that file to correspond 
with the file you just created (though not exactly the 
same name), and put them both in the same folder. 

▼ One of the most common reasons why printing won’t 
work is because the appropi iate printer icon wasn’t 
chosen. Go to (ihooser from the Apple menu and 
choose your printer (see pages 56 and 81). 

▼ Make sure the printer is on, that it has paper, and 
that the paper tray, if there is one, is firmly attached. 

▼ Make .sure any networking cables are connected. 

▼ On an Image Writer, make sure the Select light is on. 
It must be on in order to print. 

▼Also on an ImageWriter make sure the lever on the 
hand roller corresponds to the way you are feeding 
paper — that is, friction-feed lor single sheets (that’s 
the symbol with two rollers, towards the back); and 
pin-feed for pin-fed labels and paper (that’s the 
symlx)! with one roller anti little pins, pulled towards 
the front). 

▼ If the disk that the System Folder is on has less than 
about 15K available, Mac cannot print. She needs 
some free space to send over the messages for 
printing. You will have to free up some space on 
that disk by removing a file or two. 



Printing 
Doesn^t Work 
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Can't Form-Feed 
or Line-Feed the 
ImogeWriter 
Paper 



There's Garbage 
Hanging Around 
Outside the 
Trash Can 



Gray Disk Icon 
is Left on the 
Screen 




Gray disk icon left on the 
screen after being ejected 



▼ Sometimes gremlins prevent printing properly. If 
you have checked eveiy'thing and there really seems 
to be no logical reason for the file not to print, go 
away for a while, let someone else print to that 
printer, shut down, come back later, try again. This 
sometimes works. One never knows. 

▼ Unusual printing problems are a common symptom 
of a \drus attack. See page 163 for a brief explanation 
of viruses. If you think you have the VVTDEF virus, read 
about rebuilding your Desktop to destroy it, page 92. 

If you want to form-feed or line-feed the paper, tlie 
Select light must be off. Be sure to turn it back on again 
before you try to print! 

Notice that the line-feed button will feed the paper 
through one line at a time for four lines, then it turns 
into a controllable form-feed; as soon as you let go it 
stops. Form-feed itself will roll through an entire page 
length (generally 11 inches). 

If garbage piles up around your can, it*s because you 
didn’t put it inside the can, but set it down ouLside, ]usl 
like the kids. When the xfcry tip of the poin let' touches tlie 
can and turns it black, that’s the time to let go. It doesn *t 
matter if the icon you are throwing away is positioned over the 
can — ^it’s the pointer tip that opens the lid. 

A gray disk icon can mean one of two things, either 
it is open or it is in R.\M. 

If the disk itself is still in the floppy drive, then the 
gray shadow only means that you have already double- 
clicked on it and its window is open somewhere on the 
screen. If you can’t see the disk’s window because there 
are other windows in the way, simply double-click on the 
gray shadow and it will come forth as the active window. 

If the disk itself is not in the floppy drive, then you 
most likely ejected that disk by choosing “Eject” from the 
File menu or by pressing Command E. This procedure 
does eject the disk, but also leaves its information in the 
Mac’s memoty. Read page 61 for an explanation of what 
happened and how to avoid it. 
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System 7 



Part II 



You’ve heard about it. Do you want it? Do you need it? 

You may have it. If you don’t, should you get it? Is it 
worth it to become, as they say, System 7-savvy? 

WTiether you should make the upgrade to System 7 
depends on what kind of Mac you have and what you 
want to do with it. You need a Mac with a hard disk and 
(they say) 2 megabytes of RAM. That includes tlte bigger 
machines like the SE/30 and the Mac II family, and it can 
include even a Mac Plus or a Classic. (R.\M is different 
than your hard disk storage space! A typical SE has a 20 
or 30 meg hard disk, but only I meg of RAM. For R.\M 
info, see pages 51 and 138.) 

How can you tell how much RAM you’ve got? Use the Apple 
menu and choose “About the Finder” (if you’re running 
System 7, it’ll say “About This Macintosh”). You’ll see “Total 
Memory”; if it says 2000 or more, you’ve got the R.\M you 
need to mn System 7. If you happen to want to run applica- 
tions well, such as your word processor or page layout 
program, you need more R.\M. With 2 megabytes you can 
run System 7 and probably the Calculator desk accessory. 
Realistically, you need a minimum of 4 megs t)f R.\M. 

As for whether you want it right now, consider these 
questions: Do you have a hard disk with at least 4 megs of 
RAM? Do you understand and enjoy using Multi Finder, 
where you can run several programs at the same time and 
switch between them? Are you part of a work group that 
shares documents on a network? Do you have several 
computers in your home or office that you would like to 
network (share files)? Do you like being able to customize 
your Mac and tinker with how things look on the screen? 
Do you have fun with sounds? Are you fanatical about 
keeping up with the latest, even if it’s not really necessar)' 
and even if it means you’ll have some inconvenience for 
a while until all your applications, INITs, CDEVs, and desk 
accessories make the upgrade? If you answer yes to all of 
these, System 7’s probably for you. It’s actually not that 
much different — -Just a few' more bells and w'histles. 






System 7 
Savvy? 

Do You Hove 
What It Takes? 



Do You Want It? 
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Part II ▼ System 7 



Are Your Current 
Applications 
Compatible? 



How to Get It 



What To Do 
With It 






System 7 comes with a ‘‘compatibility checker” — a Hyper- 
Card stack that will check your hard disk and report back 
ifyoii have any programs that aren’t compatible with it 
(which means, of course, that you must have H)perCard 
installed on your liard disk to run the checker). 

Apple classifies programs into three categories: 

^ System 7-dependent programs need System 7 to 
run. They won’t work if you’re using an earlier System. 

^System 7-friendly programs can run under either 
System 7 or an older System, and they have some new 
features like Balloon Help that work only if you’re 
running System 7. 

^System 7-compatible programs run under either 
kind of System, but they don’t have any of System 7’s 
new features. 

You can get System 7 from your computer dealer, usually 
for about $99, which includes documentation. You can 
also get it (cheaper) from a user group like BMUG 
(Berkeley Macintosh Users Group) at (415) 549-2684 
or the Boston Computer Society/Macintosh (BCS/Mac) 
at (617) 625-7080. If you’re not near t he East or West 
Coast, call Apple at (800) 538-9696 for the number of a 
user group near you. You can download it off a bulletin 
board senice, if you don’t mind tying up your phone for 
hours. If you don’t pay the $99 you don’t get the docu- 
mentation, but you can get The Litth Syslmn 7 Booh for 
only $12.95, by Kiiy Yarborough Nelson, which is better 
than the documentation anway. 

System 7 comes on an intimidating ten disks, but two 
of them are previews of what you get. The “Before 
You Install” disk will give you a tour of System 7’s new 
features (via a HyperCard stack) and will also check your 
hard disk and report whether you have any programs 
that aren’t compatible with System 7. The “Networking 
Basics” disk is an ovemew of (you guessed it) networking 
concepts like file sharing; if you aren’t on a netw'ork, you 
don’t need it. So you’re left with only eight disks to deal 
with, and the Installer program will take care of most 
of that for you. Just put the Installer disk in your floppy 
drive, double-click the Installer icon, and choose Easy 
Install. 



100 



Brief 

Overview 



Chapter Twenty-Three 



System 7, of course, has a number of interesting features 
that earlier Systems don’t have. This chapter contains 
a brief over\iew of the main features. The following 
chapters elaborate on some of the biggest and most 
important of these. 

Although a lot of the new features aren’t visible at first, 
you will see some differences immediately on the Desk- 
top screen. For instance: 

The menu bar isn’t quite the same;see page 113. 

4 File Edit Uiem Label Special 0 ] 




Windows, when viewed in a list, 
offer more informadon. If your 
windows don’t look exacUy like 
this one, it’s because the 
view^able info is customizable; 
see page 123. When you view a 
window^ as a list, you see little 
triangle icons; see page 109. 



Several 

Immediafe 

Visual 

Differences 




The System Folder has 
many new and impor- 
tant folders, plus some 
new icons for old 
favorites; see page 119. 



S Icons get a box around their ddes when they 
are ready to be renamed; see page 1 12. 




Robin 



becomes 




Robin 



Icons can be customized, 
like this one; see page 112. 







You may see aliases of any 
sort of file; see page 127. 



'ry! 
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Brief Overview ▼ System 7 



Switching 

Programs 

(MultiFinder) 



(2 a 


— ^ 


The Application 
me7iu. 





Aliases 



Q 

Folder 



Label Menu 



Find File 



Help Menu 



In System 7, you are always running under MultiFinder* 
This is probably the biggest single change for users, 
especially those who have never used it before. On 
earlier systems you can choose to run under MultiFinder, 
but on System 7 you have no choice. 

MultiFinder allows you to open more than one program 
at a time. For instance, you can open PageMaker to 
create a publication, then bounce into SuperPaint to 
make a graphic for the publication, without having to 
quit PageMaker. 

The little icon in the upper right comer of the menu bar 
is the Application menu. When you press on that icon, 
you will see a list of all the programs that are open at the 
moment, and you can choose to go to another one. See 
Chapter 31, page 1137, for details. 

An Alias is a representation, or fake duplicate, of an 
original file. Aliases let you store items where they’re 
easiest to get at, rather than having to dig deep into nests 
of folders. You can put representations of your word 
processing program in several different folders or even 
in the Apple menu. (Yes! System 7 lets you customize the 
Apple menu.) See chapter 28, page 127, for full details 
on aliasing. 

The Label menu provides labels you can apply to icons 
that allow you to organize projects or group files even if 
they are not in the same folder. You can search for all 
the icons that belong to a particular labeled category, 
like “Love Letters” or “Business Correspondence” or 
“Top Secret Star Wars,” etc. See Chapter 25, page 114. 

Find File is in the File menu now as “Find...” (instead 
of “Find File” on tlie Apple menu). He doesn’t tell you 
where your file is; he actually gets it for you. He has some 
great new search capabilities. See Chapter 29, page 131. 

The Help menu is on the far right of the menu bar, 
identified by the question mark icon. Wlien you choose 
“Show Balloons” from the Help menu, you will see little 
balloons filled with information as you move the pointer 
across the screen. There is a separate balloon for each 
item you point at. See page 1 16. 



102 



System 7 ▼ Brief Overview 



The Trash Can does not empty automatically as soon as 
you do something else, like copy a file, eject a disk, or 
shut down your Mac. Wliatever you put in the can stays 
there, even ifyou turn olTthe computer, until you choose 
to empty the trash. 

You can double-click on the Trash Can icon to see what’s 
in there. Just drag a trashed file back out if you decide 
that you really want to keep it after all (or select the icon 
and press Command Y to have it Put Away for you). 



The Trash Can 




Trash 



When you choose Empty Trash from the Special 
menu, you’ll see a warning dialog box. It a.sks if 
you’re sure you want to empty the trash and tells 
you how much stuff is in there. 



A 



Tho Imsh contains 8 Itemt. which use 
•454K of disk spoce. Rre you sure you 
wont to permanently remoue these 

items? 

[ Concel ] I OK 



If you don't want to see this dialog box, hold down 
the Option key while you choose Empty Trash. Or you 
can suppress the warning permanently (until you choose 
to turn it on again): 

▼ Select the Trash Can icon (click onceou it). 

▼ From the File menu, choose Get Info. 

▼ Click the “Warn before emptying” checkbox 
so there is no check in it. 

▼ Close the Get Info window (click in its close box 
or press Command W). 

Desk accessory icons can be kept anywhere you want, 
not just listed in the Apple menu. If you double-click on 
a suitca.se that contains desk accessories, you’ll see that 
in System 7 each desk accessory has its own icon. You can 
double-click an icon to use that accessoiT. To install it in 
the Apple menu, Just pul the icon in the Apple Menu 
Items folder, found in the System Folder (that’s right — 
you don’t have to use the Foni/DA Mover). See page 113 . 

To install the TrueType fonts that come with System 7, 
or to install any other type of font, just drag their icons 
into your System file (like desk accessories, each size font 
now has its own icon; the icons just appear when you 
double-click the suitcase while in System 7). TrueType 
fonts look good on the screen at any size, and they look 
good in your printed documents, too, even when printed 
on an ImageWriter or an ink-jet printer. For the details, 
see Chapter 30 , page 135 . 




Desk Accessories 
and Fonts 
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Desktop 

(Finder) 

Windows 



Dialog Boxes 



Save publtceUon a« 






t1 7.1 1 
D 7.1 1,2 
n 7.1 1.1 •boil 
n 73- l.-l-’mpnij 
D 73-l.i/mpnij(l) 
D 73-l.*i.-appMi»nii 



Notice the arrow, 
indicating this title 
is also a menu, 
as shown below. 



. I J 

[Deilclop] f Cancel ] 



Saue ai: 
Publication 
O Tamplale 



Saue publlcallon at 



€SllttleMacBook.2a 
eaPublltollont 
Hard OKk 
BBasktop 



n 23 1 
D 23 1.. 

D 23 1 
U 23 1 
D 23 I. 

13 23 l.*«/ai>i>Hn>ii 



System 7-style windows are dilTerent at the Desktop. If 
you’re viewing by Name (or by any other choice except 
Icon or Small Icon), you’ll sec a little triangle to the left 
of each file. You can click on the little triangle to see 
what’s in the folder without opening a new window. This 
lets you find files without having to open a lot of window's 
on your Desktop and getting lost in the clutter. It also 
makes copying and moving files from folder to folder 
a lot easier because you can pull items out of several 
different folders at once. See Chapter 24, page 109. 

System 7 dialog boxes often display a downward- 
pointing arrowhead in the title above a list to indicate 
that a pop-up menu is lurking underneath 
(in addition to the standard visual clue of 
a shadowed border). 

There is a button in dialog boxes called 
“Desktop” instead of “Drive.” To \iew' the files 
that are on the Desktop level (also known as 
the Finder see page 13), click the “Desktop” button 
once. At this level you see the Trash Can, the icon for 
your hard disk, any files you have stored outside of a 
window, and any floppies in your floppy disk drive. To 
get into the floppy disk, just double-click on 
the name of the disk shown in the list. You can 
choose to Save a file direcdy onto your hard 
diivc’s Desktop, which means it will not be in 
any folder, but right there on the screen. 

.Many dialog boxes will also have a button called 



□ Copy linked documents 



t n«» 1 

[Oeiktop] f Concel ] 



)0 os: 
ubllcollon 
O Template 

□ Copy linked documents 



Saue publication as 



[QjartjJ 



L'. 


23- 


1 


2| 


D 


23- 


1.2 




D 


23 


l.Vboii 




D 


23 


1 .‘l/mpmi 




D 


23 






D 


23 


1 ,'5-np|)Mi»nu 


o 



|.LittleMac/part3 



Notice the double-border 
around the list box. 



“New Folder.” This is wonderful! If you forgot to create a 
file folder l>efore you started working on the project (as I 
explained on page 35), you can create a folder from within 
the application, then save your files right into it. 

^ The list box itself gets highlighted with a double 
m border wlien you click in it, press on its menu, or 
press the Tab key. While the list box is selected like 
this, you can t)pe the first letter (or first couple of 
letters, if necessar) ) of a files’s name to select that 
file. Pre.ss the Tab key again to highlight the name 
edit box so you can type a name for a new file. 

Notice diat the dark-bordered button changes from “Save” 
to “Open” or “OK,” depending on w'hat is selected. 
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OK, so maybe this isn’t a change in a basic technique, 
but it’s fun. 

▼ To switch the Puzzle from the Apple logo to the 
numbers, choose “Clear” from the Edit menu while 
the puzzle is active. Choose “Clear” again to get the 
Apple logo. 

▼To view the finished puzzle, choose “Puzzle” 
from the Apple menu. 

▼ From the Edit menu, choose “Copy.” 

▼ Put the Puzzle away by clicking in its close box 
(or press Command W). 

▼ From the Edit menu, choose “Show Clipboard” 
to see the comjjleted puzzle. Press Command W 
to close the Clipboard. 

▼To paste different new pictures in the Puzzle 
to entertain your kids or yourself: 

▼ Create a graphic in your painting or draw'ing 
program, or open some clip art or the Scrapbook. 

▼ Select the graphic and copy it. 

▼ Quit the graphics program or close the Scrapbook. 

▼ Open the Puzzle. 

▼ From the Edit menu, choose Paste. Zap. A whole 
new^ Puzzle. 

▼To get the original Puzzle back, choose “(Ilear” 
from the Edit menu. 

You can print the contents of the active window or ol'the 
entire Desktop to any printer. Both of the.se techniques 
listed below are great for when you want to keep track 
of the contents of a folder, of the Desktop, of your filing 
system, rather than writing it all down by hand. You can 
open the window of a floppy disk, print that window, 
then cut out the printed list and attach it to the disk. 

▼Print the contents of the active window (the one 
with stripes in its title bar): Click on the open window^ 
you want to print. Then from the File menu, choose 
“Print Window....” 

▼ Print a picture of the entire Desktop: Click on the 
Trash Can or on any icon that’s at the Desktop level 
(or press Command UpArrow') to select the Desktop. 
From the File menu, choose “Print Desktop....” 



The Puzzle 

The completed 
Apple logo 
puzzle. hJo, I 
didn V cheat; 

I really did it. 




□ 

B 

D 

B 

B 




The numl)er$ 
puzzle. 




When you 
solve a fmzzJe, 
a little man 
congratulates 
you, shouting, 
“Tfl Dfl.'" 




.A aistom-made 
puzzle. 



Print the Window 
or the Desktop 
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Brief Overview » System 7 



Stationery Pads 




FaxCover FaxCover 



On the right is a 
stationery pad made from 
the original PageMaker 
document on the left. 




A Few 
Extra Tricks 



f 



You can make a template out of any document. System 7 
calls it a stationery pad. When you make a stationery 
pad out of a document, the icon looks like a sheaf of 
papers, as shown on the right. When you double-click a 
pad to open it, youMl first get the dialog box shown here 
so you can give the new file 
a name and choose where 
you want to store it. The 
original template, or 
stationeiy pad, remains 
unchanged, so you always 
have a clean master copy. 

You can create a stationeiy pad for any document 
through its Get Info dialog box. At the Desktop, select 
the document, press Command I, and click the checkbox 
at the bottom of the Get Info window. The document 
itself turns into the stationeiy pad. If you don’t see the 
checkbox, then you can’t make a template out of that 
file. You cannot make templates of applications, folders, 
etc. Just documents. 



Vou haue opened a stationery pod, so a 
new document uilll be created. 



Type a name for the neui document: 



( Saue in... ) [ Cancel ] 



C 



D 



® '^1 



Ex)entually i\W programs will have the option to 
create a stationeiy pad built right into the Save 
dialog box. It will look like this one shown here, 
from TeachText To create the pad, click the icon that 
looks like a sheaf of papers. 

If you hate to turn on a Mac and see open windows lying 
all over the place, then hold down the Option key as you 
start the computer. All windows will be closed when 
you get to the Desktop. 

INITs and CDEVs often cause problems with Systems. If 
you have a suspicion one may be giving you grief, disable 
all extensions (INITs and (iDEVs) as you turn on the Mac 
by holding down the Shift key as you start. Or hold the 
Shift key as you choose “Restart” from the Special menu. 

This is terrific: eject a disk with a keyboard shortcut and 
leave nothing in memory' (see page (51 if you don’t know 
w'hat I’m talking about). 

▼ Select the disk (click once on it) 

▼ Press Command Y. This is actually the keyboard 
shortcut for the menu command “Put Away.” 
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Some of System’s 7’s features aren’t visible, and some of 
them have to be added to programs by the software 
manufacturers themselves. So the features yoti see will 
depend on the programs you use. For example, some 
programs can take advantage ol'a great feature called 
Publishers and Subscribers that will atiiomatically find 
and appropriately update other related documents. Say, 
for example, you created a spreadsheet showing the 
April expenses for the bed-and-breakfast inn that yoti 
run. Yoti want to ptit the spreadsheet data in a letter to 
your bank to show them what a great financial manager 
you are and thus get a bigger loan. You also want to ptit 
it in a letter to your cousin Ralph to convince him that 
right now is not a good time for him to move in with you. 
If your spreadsheet program and your word processing 
program have Publish and Subscribe in their File menus, 
you can “publish” the spreadsheet and then “subscribe” 
to it in all the differenl letters. If you later go back into 
your spreadsheet program and change the original 
numbers, the data will automatically change in the letters 
that subscribe to it. Wow. 

If you’re part of a nenvork, sharing files with other 
people on the network is much easier. You can store a 
program on one computer, yet someone on another 
computer can use it (read your license agreement). You 
can decide exactly who gets to see which files. You can 
lock files so no one can snoop. You can set up “drop” 
folders, like a message drop, to exchange messages with 
eveiybody on the net. You can access your own computer 
from someone else’s. You even get to use pa.sswords. 

If you have two or more Macs in your home or office, 
take advantage of the Mac’s built-in networking feature. 
Just get a LocalTalk kit (or the PhoneNet substitute) 
from your favorite mail-order house, and plug in the 
cables. Then get rhe Littk System 7 took and let Kiiy 
walk you through the steps of setting up and operating 
your network. 






Pubs and Subs 



Sharing Files 
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Virtual Memory 


With virtual memory, your Mac can use extra space on 
your hard disk as though it were RAM (see piiges 51 and 
138 for info on R'XM). It means you suddenly have more 
space for opening more programs simultaneously 
(MultiFinder, page 137), for working with large graphics, 
etc. Only certain Macs can take advantage of this. 


End of Brief 
Overview 


That’s the fifty-cent tour of System 7. Keep on reading 
for a closer look at its biggest new features, but remember, 
this is just an introduction. Peachpit Pre.ss has a great 
book, The Utile Systetn 7 Booh, that you might want to read 
if you really want to get to know System 7 in greater depth. 
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Windows 
AND Icons 



System 7’s Desktop, at first glance, looks just like any 
other System version’s Desktop, especially if you’re 
viewing windows “by Icon” (“viewing” info on page 25). 
You will see fancy new three-dimensional icons, though, 
if you have a color or grayscale monitor. And if you view 
any window “by Name,” you’ll see some big changes. 

The format for viewdng the contents of windows when 
you choose some sort of list (by Name, Kind, Size, etc.) is 
called outline view. There’s a tiny triangle next to each 
folder’s name, and if you click on that triangle you will 
see what’s in that folder. The items contained within a 
folder ai e indented just a little from the left, as in Jimmy’s 
folder shown here. 

You can just keep opening folders within folders until 
you are all the way to the bottom of your filing system, 
with everything displayed in the same window. (If you 
accidentally double-click on the folder’s icon instead 
of single-clicking on the triangley you’ll open a new’ 
window showing what’s in the folder, just as in earlier 
Systems or just as in the Icon view’.) 

You can see at a glance exactly how your files are organized. 
You can move items from one folder to another, even if 
the folders are several levels apart. You can Shift-click 
(page 38) to select items from any number of different 
folders. 

To expand / or open a folder, single-click on the little 
sidew’ays-pointing triangle (or select the icon and press 
Command RightArrow). 

To compress or close a folder, single-click on the 
downward-pointing triangle (or select the icon and 
press Command LeftArrow) . 



Chapter Twenty-Four 




System Clipboard 

Fancy grayscale icons. 



Outline Views 



io^msssBm 


■ Hard Disk 


13 Hems 


SI .9 MB in disk 


Name 


^ D AmericaOnbne 




^ O Applications 




^ CD Jimmy 





□ COOLKIOS 
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^ O Publiciions 

^ Q Robin 
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Expanding and 

Compressing 

Folders 

T7 CD SRJC 
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□ Final Exwn 
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An expanded view of the 
entire SRJC folder. 
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Selecting Icons 


While viewing a window in one of the list \iews (by Name, 
Date, Size, etc.), you can drag to select files that are next 
to each other. Press in a white space in the window next 
to a file name and start to drag. The selection marquee 
will appear when you drag, and any item that is even 
partially enclosed within the marquee will be added to 
the selection. 


f 

• 


To select any icon (no matter how^ you are viewing 
the window), just type the first letter of the name of 
the file and you ’ll be taken right to it. If there are 
several files with the same first letter, quickly type the 
first couple of letters. This makes it a lot easier to find 
your Word folder in an alphabetized list, for instance. 
Or a file that starts with Z. Or any icon in a crowded 
folder. You can also use the arrows keys to select files. 


Zoom Box 


Wlien you click in the zoom box (upper right of the 
windows see page 22), the w'indow will only zoom open as 
large as it needs to be to display all the files. If you w'ant 
to open the window to as large as can possibly fit on the 
screen (yet still see the trash can), hold the Option key 
down as you click in the zoom box. 


Scrolling 


The window will scroll as you drag an icon within it. Wlien 
you let go of the mouse button, the icon will pop into 
the nearest space in the window^ Press the arrow keys to 
select icons, which will in turn scroll the window as well. 


Active Windows 


When you click on an item in a wdndow that is not active, 
the wdndow doesn’t become until you release the 

mouse button while the pointer's still in the xoindow. This 
subtle change makes it easier to move and copy items 
that are in different windows; that is, you can grab an 
icon from an inactive window and drag it into another 
window ^vithout the first window popping up to the top 
layer. (Make sure you press on an icon, though; if you Just 
click in any blank space in the window, the window will 
immediately become active and pop to the top.) 


Window 

Shortcuts 


There are a great number of tricks you can use to 
manipulate the window's at the Desktop (Finder). In fact, 
there are so many that Apple has pro\ided several Help 
screens describing them, including more keyboard 
shortcuts than you can remember. 
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To view these Help screens, press on the Help menu (the 
question mark in the far right of the menu bar). Choose 
“Finder Shortcuts.” 

If you don’t see the “Finder Shortcuts” command, it 
is because you are not at the Finder, or Desktop, level. 
To get to the Finder, press on the icon in the top far 
right of the menu bar, next to the question mark, 
and choose “Finder.” Or, if your trash can is showing, 
click once on it. Or press Command UpArrow. 

Here’s an example of a Finder window shortcut: 

To clean up and sort icons Option + Clean Up 

This means: If you want to clean up (align) all 
the ico7is that are in the active window and sort 
(alphabetize) them, then press the Option key 
while you choose “Clean up” from the Special menu. 

Actually, there’s a tricky little thing that happens here. 

As you probably already know, you can only clean up a 
window that is showing “By Icon” (whether large or small). 
Option plus Clean Up will sort the icons according to the 
last list view you chose! That is, if you choose “By Date” 
and then choose “By Icon,” when you Option Clean Up 
the icons will be lined up by date! T 17 it. 

If you are viewing the window by one of the lists 
(Name, Size, Label, etc.), you can switch views 
simply by clicking once on another column header 
in the information bar. 

You can also customize the information displayed in 
these columns; that is, you can choose to show just the 
labels, or just the dates they were last modified, etc. You 
can also customize the size of the icon that shows in a list 
view', as w'ell as the font. Use the Views control panel for 
customizing (see page 123). 

To view the hierarchy of a nested folder, hold the 
Command key down and press on the title of the window 
(not the stripes in the title bar, but the actual title itself). 
This displays a pop-up menu, as shown to the right. 
Choosing another level will open that window. 



Cleoning up 



f 



Change the View 

2 



Click here to change 
the viexv to Size. 
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Renaming Icons 



Adventures in Lite 



Creating Your 
Own Icons 



Robin MacPaint 2.0 



No longer 
boring oV folders! 







To rename any icon — a folder, a document, a program, 
a disk — -just click once on the icon’s namey not on the 
icon’s graphic; then simply type the new name. A box 
appears around the name so you know you’re changing 
it. Or instead of clicking on the name, you can select the 
icon and press Return to get that box around it. (The 
box and the insertion point do seem to be annoyingly 
slow to appear; be patient.) 

If you rename something by mistake and you notice it 
before you press Return or click tlie mouse, press 
Command Z to Undo and get the original name back. 

You can create your own icons and apply them to any 
existing icons. This is too cool. Fairly useless, but cool. 

▼ Open a gi aphic program like SuperPaint or MacPaint. 

▼ In the graphic program, create the little picture that 
you want as your icon, r/ryou can use any clip art or 
Scrapbook image. No matter what size you make it, 
the Mac will reduce it to an appropriate size as it 
becomes the new icon. (If you create it too large, 
though, it will be unrecognizable when reduced.) 

▼ Select the image you Just created or found; copy it 
(from the Edit menu). 

▼ Quit the graphics program. Go back to the Finder 
(press the Application menu in the far right corner 
of the menu bar; choose “Finder”). 

▼ Click once on the icon you want to replace. From the 
File menu, choose “Get Info” (or press Command I). 

▼ Select the icon that appears in the upper left of the 
Get Info window (click once on it). 

▼ From the Edit menu, choose “Paste” (or press 
Command V). 

▼ Close the Get Info window (press Command W). 

To change an icon back to the original, select its 
tiny icon in the Get Info window and choose Cut 
(Command X) or Clear. 
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Chapter Twenty-Five 



System 7’s menus have a lew new and interesting features. 

^ ^ File Edit Uieiu Label Special (T) H) 



The Apple menu has liny icons that attempt to give you 
some kind of visual clue as to the nature of the item. You 
can customize your Apple menu by adding items to it 
that you use frequently. Documents, folders, programs — 
stick em in the Apple menu. 

If you place a folder in the Apple menu, selecting it from 
the menu will open the folder for you. If you place a 
program in the Apple menu, selecting it will open the 
program for you. Desk Accessories: You no longer need 
the Font/DA Mover to install desk accessories. Your DA 
suitcase will open to display each desk accessor)^ as an icon. 

Follow these steps to install any file, mchiding desk 
accessoiiesy in the Apple menu. 

▼ To customize your Apple menu, open your 
System Folder. 

▼ There is a folder in the System Folder called 

Apple Menu Items. 

▼ Find and select the item you want to appear in 
your Apple menu; drag its icon into the “Apple 
Menu Items” folder. The item will appear in the 
menu instanUy; you don’t need to restart the 
computer for it to take effect. 

The Apple menu displays items alphabetically, as I’m 
sure you’ve noticed. When the Mac alphabetizes, blank 
spaces and punctuation are sorted in front of any other 
character. So if you add a blank space or a period as 
the first character in a name, that file will be first in the 
Apple menu list. The more blank spaces, the higher on 
the list it will be located. 

You don’t have to move the actual file into the Apple Menu 
Items folder, since you may need it elsewiiere — you can 
move an alias so the miginal will stay in its own folder. 

See page 127 for an explanation of aliases and more 
suggestions for using them. They are really cool. 



The Apple Menu 






File Edit IlhMu Lobe 



Bbout This Macintosh... 

^ *Tops 
^ Alarm Clock 
^ Brt Broujser 
Q Battery 
HI Calculator 
'IS Chooser 
(S Control Panels 
^ Key Caps 
Q Note Pod 
^ Puzzle 
G5 Scrapbook 
^ Suitcase 88K 

Tops Ofl 
□ Ulord alias 
r~l uip docs alias 



lliis Apple menu has 
been customized. 





jL 

Apple Menu Items 

Pu l ilems in this folder. 



’ Trivia: Hold the Option key 

• as you press on the Apple menu. 

' Choose “About the Finder” to 

• see an in teresting graphic (it s 

• actually the graphic for the very 
. first Macintosh Finder). Wait 
. a min ute or two for the secret 
. message. If you hold down the 

Option and the Command keys 
Inforeyou choose it, you ’ll get a 
veiy interesting cursor in addi- 
tion to the secret message. 
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The File Menu 



Nem Folder 
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Open 
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Find Rgain 
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Page Setup... 




Print Desktop. 






The Edit Menu 



The View Menu 



The Label Menu 



Label 



✓ None 



Presentations 
TrueType fonts 
PostScript fonts 
Loue Letters 
Business Letters 
Lectures 
TopSecret 






A couple of new choices have been added to the File 
menu. If you’re on a network, you’ll be able to use the 
“Sharing.,.” command, which lets you share your files 
with other folks on the network. System 7 comes has all 
sorts of networking features built into it. If you’re not on 
a network, the Sharing command may be dimmed so you 
can’t use it. See page 108 for brief information on sharing. 

There’s also a “Make Alias” command that lets you make 
an alias of the item you’ve selected. See Chapter 28, page 
127 for full details. 

And there are two hot new “Find” commands on the 
File menu, replacing the desk accessory’ “Find File.” 

See Chapter 29, page LSI. 

The Edit menu looks just like it does in earlier Systems. 
As more and more programs are developed especially to 
run w'ith System 7, you will be able to use the Edit menu 
to cut and copy text even if you have a dialog box open. 

The View menu itself may not look different, but there 
are a couple of new tricks. There is a new' Views control 
panel that lets you customize liow you w'ant your Desktop 
windows to look. You can choose a different t\peface for 
the icon names, for instance, or a larger type size. You 
can clioose what information you w^ant displayed in the 
wfndow, such as folder size and comments. See page 123 
for more details, and page 111 for some good Dicks. 

The Label menu lets you assign labels to icons. A label is 
in addition to the icon’s name (it doesn’t even show' up 
unless you choose it to be displayed in a list; see “Views 
Control Panel” on page 123). Labels allow you to set up 
an alternate system of grouping icons that are related to 
each other, but which may be stored in different places. 

For instance, let’s say you are organizing a fund raiser 
and you have a couple of word processing documents, a 
spreadsheet, and a database file all relating to the project. 
You can give each one a label of, perhaps, “Fundraiser.” 
Once you have assigned labels to icons, you can choose 
to view your window' by Label, which groups the icons of 
like labels together. You can also search by label, using 
the Find command (page 131). 
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The labels in the menu can all be changed; you certainly 
don’t have to use the names Apple provides. To set up 
your own system of labels, use the “Labels” control panel. 

▼ From the Apple menu, choose “Control Panels” 

(or double-click on the “Control Panels” folder 
that’s in your System Folder) . 

▼ Double-click on the file “Labels.” 

▼ Select an existing label (you can press Tab to select 
each one), then type the name of the new label. 

▼ Close the control panel windows (click in their close 
boxes, or press Command W twice). The revised label 
list will instantly appear in the Labels menu. 

▼ To apply a label to an icon, simply select the icon or 
group of icons. Then choose the label from the menu. 

▼ Note: If you apply a label one day and then later 
change the name of that particular label in the 
control panel, all icons with the previous label 
attached will change to the new label! For instance, 
say I labeled 12 documents with the label “Love 
Letters.” If I go to the control panel and change 
“Love Letters” to “Dog Food,” everv' document that 
had the label “Love Letters” will now have the label 
“Dog Food.” 

If you have a color monitor, you may notice that there’s 
no more Color menu to assign colors to icom. Use the 
Labels control panel instead (see the section above). 
Single-click on a color and then pick a new one from the 
color wheel that appears. 

To assign color to highlighted text and to your window' 
borders, use the Color control panel (page 124). 

The Special menu looks pretty much the same, but you 
may notice that the Set Startup command is missing. 

▼ To choose a different startup disk, use the Startup 
Disk control panel: either choose “Control Panels” 
from the Apple menu, or double-click on the “Conu ol 
Panels” folder, fotmd in your System Folder. See 
Chapter 27, page 123, for details on control panels. 

▼ To have an application or particular document open 
on startup, put the file (or an alias, page 127) into 
the folder “Startup Items,” found in tlie System Folder. 
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Clean Up 


The Clean Up command on die Special menu has several 
neat tricks. As always, “Clean Up” only works when you 
are viewing “By Icon” or “By Small Icon.” 

▼ Clean up selected icons by pressing the Shift key as you 
choose “Clean Up” from the Special menu. Selected 
icons will snap to the nearest available spot on the 
invisible grid. 

▼ Clean up all icons into alphabetical order by pressing 
the Option key as you choose “Clean Up.” Icons will 
snap into alphabedcal rows with no extra spaces 
between (System 7 does allow space between icons 
with long names). 


1 


Actually, it is not always in alphabetical order that the 
icons get sorted when you do this trick. They will be 
organized according to how you last \dewed them in 
a list. That is, if you choose “By Label,” then choose 
“By Icon” again, when you Option Clean Up the 
icons will be organized by label. Cool. 

▼ If you click on one of die items on your Desktop, such 
as your hard disk icon or die U'ash can (or if you press 
Ckimmand UpArrow), then the Special menu will show 
“Clean Up Desktop.” Choosing this command will 
make all the ico7is (not open unndmos) on your Desktop 
snap to the nearest spot on the underlying in\isible 
grid. If you press the Shift key First, then only the 
s(decled items will snap to the grid. 


f 

m 


▼ If you press the Option key before you choose “Clean 
Up Desktop,” then all the icons on the Desktop m\\ 
snap over to the far right and will line up in alpha- 
betical order (your hard disk always being first and 
the trash can always being last, though). 

▼ No matter where you are or what is selected, if you 
hold the Command key down while you move an 
icon or group of icons, they will Jump neatly to the 
nearest little cubby in the underlyang in\dsible grid. 
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System 7 provides an online Help feature. This is useful 
when you come across something yoirve never seen 
before — a strange-looking icon, for example. To get 
Help, press on the Help menu, (the question mark 
inside the balloon on the far right side of the menu bar) 
and choose “Show Balloons.” 

While “Show Balloons” is on, a new balloon appears on 
the screen as the pointer touches an item. You don’t 
need to press or click to see the balloon — it just appears. 
The text inside the balloon will explain what the item is, 
but not necessarily how to use it. Programs that were 
written especially for System 7 will have their own balloon 
help, so you will be able to point to an item in a program 
to see find out it is, like find out what a particular tool 
does in a drawing program. 

Balloon help can be useful if you’re looking for informa- 
tion about a specific item. And it’s a novelty wiien you’re 
first beginning to explore System 7. But because those 
balloons obscure w^hat you’re looking at and because 
they’re so \isually distracting as they pop on and ofT the 
screen, you’ll probably want to go back to the Help 
menu and choose “Hide Balloons” as soon as you’ve 
found out about your unidentified object. The informa- 
tion they pro\ide is pretty wimpy anyway. 



File Edit Uww Spi 






Apple menu 

Use this menu to open an item in the 
Apple Menu Items folder^ or to see 
information about the active 
application or program. You can 
customize the items in this menu by 
adding or removing items from the 
Apple Menu Items folder. 






This is an example of the balloon that appears when 
you point to the Apple menu. 



Help Menu 




Rbout Balloon Help... 



Shoio Balloons 

Finder Shortcuts 

When ‘‘Shoio Balloons ” 
is on, then this menu 
changes to ^Hide 
Balloons.** 
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The Application 
Menu and 
MultiFinder 




7 

The tiny icon at the far right of the menu represents 
the Application menu. If you have never used 

, MultiFinder before, please be sure to read Chapter 31, 

. beginning on page 137. This feature is the single most 

• visible difference with System 7, and it can be incredibly 

• confusing if you don’t know what’s going on. If you are 
accustomed to using MultiFinder, this part of System 7 
will be very comfortable for you. 

' MultiFinder allows you to have more than one applica- 
tion open at a time, provided you have enough memory 
(that’s RAM, not hard disk space; see page 138). The 

. Application menu lists the applications that are open, 

• and you can switch back and forth between them and 

• the Finder. 

. For those of you who have used MultiFinder in System 6, 

• there are a couple of subtle changes: You must actually 

• choose the application from this menu; you can no longer 

• just click on the icon in the menu bar. Nor are your 
open applications listed in the Apple menu anymore. 

. You can choose to hide all other windows except the 

• ones you need at the moment. 
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System 

Folder 



System 7 has reorganized what you see in your System 
Folder — the folder that’s in charge of running your Mac 
(see page 11). Before using System 7, you didn’t have to 
pay much attention to what was in the System Folder as 
long as your Mac was working right, but with System 7 
you need to know just what these new folders are and 
what they do because you install a lot of items (like fonts, 
desk accessories, sounds, printer resources, INITs, and 
CDEVs) simply by dragging tliem to your System Folder. 
Each item goes in a particular folder within the System 
Folder, but the Mac will usually take care of that for you 
(see ‘'Installing Items” on page 121). 

These are some of the icons and folders you will see in 
your System Folder: 




The System file (the file that actually runs your 
Macintosh) is a little different in System 7. You can 
actually double-click on it to see the list of fonts and 
sounds you have installed in your System. Each font is 
represented by a document icon. You can double-click 
on the name of a font to see a sample of what it looks 
like, or double-click on the name of a sound to hear it. 
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Thh is xohat you ivill see 
when you open the System file 
(double-click on it) and then 
double-click on a font name. 
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System Folder 

System Folder 
The Blessed System Folder 



The System File 




System 

The System file that 
actually runs the show. 
It must stay in the 
System Folder. 
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The Clipboard 
and the 
Scrapbook 



0 



Clipboard Scrapbook File 

Control Panels 



Control Panels 



Apple Menu 
items Folder 






Apple Menu Items 



Startup Items 
Folder 



© 



Startup Items 






The Clipboard and the Scrapbook are stored in your 
System Folder, just as always, although the looks of their 
icons have changed. See page 86 for information about 
the Scrapbook, and pages 46-47 for information about 
the Clipboard. 

The Control Panels folder holds all your control panels 
(yes, there’s more than one Control Panel in System 7.) 
These control panels let you customize your Mac, as in 
changing your Desktop pattern and setting the mouse 
speed. Because there are some new control panels in 
System 7 and some of the old ones have changed, there’s 
an entire chapter devoted to them. See page 123. 

The Apple Menu Items folder contains the icons of 
every item on your Apple menu (the menu on the far 
left of the menu bar). You can put documents, programs, 
folders, desk accessories — anything you like — on your 
Apple menu by dragging their icons to this folder. (No 
more Font/DA Mover for this!) 

When you double-click on a suitcase that contains desk 
accessories. System 7 opens tlie suitcase to a window, and 
each accessory has its own icon. You can double-click the 
icon of any desk accessory to open and use it, whether 
it is stored in the Apple Menu Items folder or not. See 
page 113 for details. 

Any documents or programs that you store in the 
Startup Items folder will automatically open each time 
you start your Mac. This is ver)' handy, for instance, if you 
are busy for weeks on the same project — every time you 
turn on your computer, you can have your project open 
automatically for you. Or you can put your hard disk 
icon in here and then every time you turn on your Mac 
your hard disk window will open. It’s best to put aliases 
into this folder, rather than the originals (see page 127). 
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The Extensions folder holds certain System-related 
icons that help run your Mac or your peripheral equif)- 
ment. Your printer icons (page 56) are stored in this 
folder. If you have a PostScript printer, you should store 
your printer font icons here (page 68). Most INITs (see 
page 148) should be stored in the Extensions folder. This 
folder also contains utilities that let you share files on a 
netw'ork. See “Installing Items,” below. 

The Preferences folder contains files that have settings 
about how your programs think you want them to work. 
You can’t open the icons in this folder because they’re 
created by your programs. Don’t worry about putting 
anything in here — the program and System 7 will take 
care of that. 

Wlien you’re ready to add, or install, something to your 
Mac’s System, like a font or a desk accessory or a new' 
control panel de\ice (CDEV; see page 144) or an INIT 
(see page 148), just drag its icon to your System Folder. 
The Mac will ask if it’s OK to put the item in the appro- 
priate folder. Yes, it’s OK. Let the Mac figure out which 
folder it belongs in so you don’t have to. 



^ EHtensions need to be stored in the 
^ EHtensions folder in order to bo auailoble 
to the Macintosh. Put "DiskDoubler''^ INIT" 
into the EHtensions folder? 

[ Cancel ] [( OK ]) 



Important Note: \Mien installing items, drag the 
new item to the closed folder icon (even if it’s gray) 
of your System Folder, not to the open, windoxu of the 
System Folder. 




System Folder System 

Drag Uie icon to the closed Do not drag the icon 

System Folder* to the System filet 

(except fonts) 
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Folder 



e— 

0 -- 

Preferences 



installing Items 
into the 
System Folder 
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Panels 



Chapter Twenty-Seven 



In System 7 you have separate control panels that let 
you customize the look and feel of your Mac. They’re on 
your Apple menu; just choose Control Panels and you’ll 
see icons for them all. Double-click each separate icon 
to open each control panel. You can also access each 
one directly from the System Folder: double-click on the 
“Control Panels” folder. 

The control panel called General Controls is a little 
different than in earlier System versions (see page 81) 
in that the Keyboard, Sound, and Mouse settings are on 
control panels of their own now. Everything else that is 
left in this panel works the same as shown on pages 81-82. 

The Views control panel lets you customize the look of 
your Desktop (Finder) windows. You can pick a different 
font and a different size instead of the standard 9-point 
Geneva. (Nearsighted? Try a bigger size.) As soon as you 
make a choice, the Mac immediately shows you how it 
looks. You can also choose whether you want your icons 
lined up in rows or staggered. 



To see both lines 
of the information 

f bar (as in the 
^ example in the 
right column) j 
click this checkbox. 



The bottom portion of the Views control panel lets you 
choose the information to display when you’re viewing 
a window by one of the lists (Name, Size, Kind, etc.). 

It also lets you choose how big you want the icons to be 
when you are in a list view. That is, now you can choose 
to view a window as a list of alphabetized names, yet still 
have each item’s icon attached, as shown on the right. 

I did this by clicking on the button for the largest icon, 
as shown above. 
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Control Panels 




Control Panels 



General Controls 




General Controls 



Views 




Views 




This is great — I can have 
files listed alphabetically 
by name, yet still see their 
individual icons. 
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Labels 

2 

Labels 



The Labels control panel is where you set up your 
labeling system (see pages 1 14-115 for details). Just type 
whatever you want as a name for each label. If you’ve got 
a color monitor, you can choose 
different colors for each label, too. 

Once you’ve set up labels here, they 
immediately appear on the Label 
menu. Once you have applied labels 
to files, you can search for them, and 
you can view a window “by Label.” 

To opply a label, simply select the icon or group of 
icons and choose the label from the menu. 



Labels 
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Sound 



Sound 



lai 



AWrt Sounds 



Use the Sound control panel to 
determine what noise you want to 
hear instead of the beep. System 7 
has some new sounds in its repertoire. 
Click on the name of a sound to hear 
it. The last one you choose before 
you close the control panel is the 
sound the Mac wall use when you need to be beeped. 
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Startup Disk 



If you have more than one hard disk attached to your 
Mac, use the Startup Disk control panel to determine 
which hard disk to use to start your computer. 



Color 




Color 



The Color control panel only works, of course, if you 
have a color monitor. You can choose a color for high- 
lighted text, and you can choose another color to display 
your Finder window borders. Use the Labels control 
panel to change the color of your icons (see pages 
114-115). 
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The Monifors control panel lets you choose how many 
of the available shades of gray or colors your screen w'ill 
display. It also lets you determine which monitor should 
function as your main monitor, if you have more than one. 



Monitor 




Monitors 



Mouse and Keyboard haven’t changed in System 7; 
they’re just separate control panels now. See pages S2-83 
for hints about how you might like to set them. 

Easy Access lets you use the keys on the numeric ki*yj)ad 
to move the cursor, instead of using the mouse. It’s 
designed for people w'ho have problems with two-handed 
typing or with using a mouse. It also comes in veiy handy 
in programs where you w^anl to nudge an object just a 
pixel or two. 



Mouse, Keyboard, 
and Easy Access 



0 






Mouse Keyboard 




Easy Access 



This world map lets you see what time it is anvwhere in 
the world and shows you the distance between cities. To 
find a city’, Just ty’pe its name in the box and then click 
Find. You can add your own city to the map, too. 



Map 




Map 



Use the Memory control panel to set a disk cache for 
your Mac. A disk cache is a part of the memoiT your Mac 
uses to hold information about the most recent things 
it’s done on your disk, like going out and getting files 
and sa\ing them. The Mac will set itself to whatever it 
thinks is right, depending on how much memory is 
a\^ilable. 



Memory 

Memory 



You can also use this Memory^ control panel to turn on 
virtual memoiy and 32-bit addressing if you have a “big” 
Mac like an LC, Ilci, Ilsi, or Ilfx. 
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Networking 
Control Panels 




Sharing Setup 



System 7 has several built-in networking features, and 
there are three control panels that let you change those 
settings: 

Sharing Setup lets you set your user name, choose a 
password for yourself, and turn on your Mac’s ability 
to share files over the network. 




Users & Groups 



Users & Groups lets you restrict access to your 
computer to specific people or lets everybody see 
what you’ve been working on. 




File Sharing Monitor 



File Sharing Monitor shows you what’s being shared 
and lets you know just who’s looking in your folders. 



Portable 




Portable 



The Portable control panel is of use only if you have 
a Mac Portable. In fact, you can’t even open it if you 
have any other type of Mac. This control panel lets you 
change settings for things like memory, the screen, and 
your modem. 
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Chapter Twentt-Eight 



Aliases are one of the greatest features in System 7. An 
alias is a duplicate icon (not a duplicate file) that represents 
the real thing. Once you create an alias, you can put that 
alias icon wherever it’s easiest for you to use. 

Some applications have to be in the same folder as their 
supplemental files, like dictionaries or preferences, to 
open or to function properly. When you double-click 
on an alias, the Mac actually goes to the original file and 
opens the original. Ha\ing an alias hanging out on your 
Desktop just gives you a quick path to the original file. 

Say you have a program you use frequently — ^v'our word 
processing program, for instance. You can make an alias 
of Mac Write or WriteNow or What-Have-You and put it 
Just about anwhere. How about in your Apple menu? 

No problem. Out on your Desktop? Sure. 

Store an alias of your hard disk icon inside the “Startup 
Items” folder within the System Folder. Then whenever 
you turn on your Mac, tlie window to your hard disk w'ill 
automatically open. Or put an alias of the document you 
are always working on into the folder .so you instantly 
open to it. Leave an alias of the Chooser on your Desktop 
if you have to change printers often. Leave an alias of the 
“Apple Menu Items” folder open on the Desktop also, so 
you can double-click to access any desk accessor)' without 
ha\ang to go into the menti. And since you can make 
almost any number of aliases of any one thing, you can 
store aliases of your word processing program in folders 
all over your hard disk so you can locate it quickly, no 
matter where you are or what you’re doing. 

You can make aliases of programs, documents, desk 
accessories, disks, folders, control panel.s, etc. Aliases 
open up a whole new way of organizing your filing 
system; anything you want to use can be only one click 
away from wherever you are. 



i;; . ;■ .•isti-'safagsssj;-! - 'is 



Aliases 




AOLt-Uft 



This alias sits on my 
Desktop so / can quickly 
pop in to check iny mail. 




About This Macintosh... 



D LittleMocBook.2e 
^ Alarm Clock 
H Calculator 
Chooser 
Control Ponds 
^ DeskPoInt'** 



Im'uu i‘N 



^ Key Cops 
^ Microtek BCHU 
^ Moire Idle 
Q Note Pod 
BB Puzzle 
(S Scrapbook 
^ Suitcase II S«K 

^ TouchBRSE 

This Apple menu has an 
alias of the PageMaker 
document I use for 
invoices; the original 
is nested deefj xuithin 
folders. There is also an 
alias of the folder for this 
book. I put a bUmk space 
before its na me so it would 
appear first in the list. 
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Making Aliases 

D 


Making an alias is really easy. 

▼ Select the item you want to make an alias of 
(click once on it). 


)^ord 


▼ From the Edit menu, choose “Make Alias.” 

▼ The new alias icon will look the same and will be 
named the same, with the word alias added. An 
alias name is in italic so you can always recognize 
the file as an alias. 

▼Just drag the icon to wherever you want to keep it. 
Rename it if you like. The new file does not have 
to have the word “alias” in its name. 

▼ To put the alias in your Apple menu, drag the 
alias icon to the “Apple Menu Items” folder in 
your System Folder. 


Fine Points 


Making aliases is easy, but there are a couple of fine 
points you should understand. 

▼ An alias isn’t really a duplicate of anything but the 

icon; it’s just a represenUition of the real thing. If you 
double-click on an of Word, you’ll start your 

original Word program running, even if the original 
Word is stored in a completely different folder. 

▼ If you delete an alias of something, you don’t delete 
the original: that’s still stored on your hard disk. So 
you can keep on revising your filing system as your 
needs change. Don’t want that alias of MacWrite 
cluttering up your MacDraw folder any more? Fine; 
throw it away. The original MacWrite is still where 
you left it. 

▼ You can move an alias and even rename an alias. 
The Mac will still be able to find the original and 
open it whenever you double-click on the alias. 

• If you put an item into an alias of a folder, the item 
actually gets put into the original folder. 

▼ Even if you move or rename the ori^nal file, the 
Mac can still find it. 

▼ If you eliminate the anginal file, the Mac does not 
automatically eliminate any of the representational 
aliases you created. 
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Here are other ideas for using aliases. 

▼ If you have a document you use frequently, put an 
alias of it in the Apple menu: just open your System 
Folder and drag the alias into the “Apple Menu 
Items” folder. 


Using Aliases 


▼ If you have a program or a document that you want 
to open immediately whenever you turn on your 
Mac, put an alias of it in your “Startup Items” folder, 
found in the System Folder. 

▼ Put aliases of folders you use often into your Apple 
menu, or leave aliases neatly organized directly 

on your Desktop. 

▼ Put an alias of a Control Panel that you use over 
and over again out on your Desktop or in your 
Apple menu. 

▼ Use aliases to store documents in two or three places 
at once. For instance, you may want to keep budget 
reports in folders organized by months, as well as in 
folders organized by projects. 

▼ Use aliases to find files that you keep stored on 
floppy disks. Make an alias of an original file; the 
original file must be on the Jloppy already. Drag a copy 
of the alias from the floppy to your hard disk (see 
page 37 if you need help making copies). When you 
double-click on the alias on your hard disk, you will 
get a dialog box asking for the floppy disk that contains 
the original file (of course, you have to label the 
floppy so you can find it). Since aliases only take up 
about 2K, you can keep a folder of all those files you 
use only occasionally but do need to keep track of. 

▼ Some of the more advanced uses for aliases aren’t 
apparent unless you’re on a network. For example, 
you can make an alias of your file sender so you can 
connect to it quickly. And you can make an alias of 
your hard disk, copy it onto a floppy (since the alias 
is only about 2K), and take it to somebody elses’s 
computer on the network. Then you can quickly 
connect back to your own computer Just by clicking 
on the alias on the other computer. The concept of 
this “oflice-on-a-disk” is another place where you can 
begin to get a glimpse of the power of System 7. 


f 

• 







129 



Aliases ▼ System 7 

Finding the 
Original File 



If you need to find the original file belonging to an alias, 
follow these steps: 

▼ Click once on the alias. 

▼ From the File menu, choose “Get Info,” or press 
Command I. 

▼ The Get Info dialog box tells you where the original 
is located. 

▼ If you want to have Mac go get it and bring it to you, 
click the button “Find Original.” The window the 
original is stored in will be displayed and the icon 
will be highlighted. 




▼ If you double-click on an alias wiiich has its original 
stored on a floppy disk (see previous page), you will 
get a message telling you wiiich disk to insert. 





>1 Please insert the disk: 




OnlineSeruices 




1 Cancel ] 
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Chapter Twenty-Nine 



Remember Find File (page 83)? He’s the little guy in the 
Apple menu who finds things for you. Well, in System 7 
he’s in the File menu as the “Find...” command with some 
impressive new powders. 

You can find any file if you know any of this information 
about it: 

▼ A few characters in the file’s name, or wiiat 
characters start or end its name. 

▼ Any of the words that may be in the file’s 
Get Info comment box (see page 31). 

▼ The date you last changed the file, or 
w'hen you created it. 

▼ What label you assigned to it. 

▼ Wliat kind of file it is (an application, 
a folder, an alias, etc.). 

▼ The version number. 

▼ Whether it’s locked or not. 

▼ Whether its size is greater than or less than 
so many kilobytes. 

Choose “Find...” from the File menu (or press 
Command F). You’ll see this dialog box: 




If you know' the name or even part of the name of the 
file you’re looking for, just type the characters in the 
Find box (it doesn’t matter whether you use capital 
letters or lowercase letters). W1ien you click OK, Find 
File wall search for the first occurrence of the string of 
characters you t\ped. WTien a matching file is found, its 
window will open and the file will be highlighted. If no 
matching file is found, you’ll hear a beep. 



Good OV 
Mr. Find File 



Simple Finding 
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More Complex 
Finding 



all at once 



! 



If the file he found isn’t exactly the one you want, look 
for the next occurrence of that string of characters by 
choosing “Find Again” from the File menu (or press 
Command G). Keep pressing Command G until you 
find what you’re looking for. 

Instead of searching for something one file at a time, 
click the button “More Choices” to bring up a really 
sophisticated Find utility. 




Notice the “all at once” checkbox? If you check it, Find 
File will find and display, simultaneously, every' occurrence 
of whatever you’ve specified so that you can see all the 
matching files at the same time, without searching 
individually for each one. He does this by alphabetizing 
the \iew in your hard disk window (if that’s where you 
searched) by name, and then expanding the appropriate 
folders. If you scroll down the list, you will see that every 
matching file is highlighted. 

If Find File has expanded a lot of your folders (see 
page 109 for info on expanded and compressed 
folders) and you w'ant them all compressed again, 
simply change the view' to “by Icon” and then change 
it back to the list you prefer. All the folders will be 
compressed. 
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You can also choose where you want him to search. See 
the downward-pointing anew in ihe label next to “Search”? 
Normally Kind File will searcli all your disks, even 
inserted floppies. But you can pre.ss on the arrowhead 
to get the po|>-up menu of places to search — -just the 
Desktop, Just your hard disk. Just a floppy disk. Just 
the active window, or Just the folders you’ve selected. 
Narrowing your search like this can save a lot of time. 

You’ll notice there are also downward- 
pointing arrowheads next to “name” 
and “contains.” The.se pop-up menus 
hold lots more choices. .\s you select 
different options in the first pop-up 
menu, the options available in the 
other two pop-up menus change. 

Tit it and .see. 



System 7 ▼ Find File 



Restricting 

Searches 



Mini oiitl soled lliuns iiihuse 



Search | on **Fo 



(reuier Choices ] 



starts uiith 
ends with 



IS not 

doesn’t contain 



^ all at once 



( Cancel ] [ find 



You can get back to tlie simple Find 
box by clicking the button “Fewer 
Choices.” 



find and select Items whose 



1 dote created 




7/ 4/91 




l» hefore 






It after 




Search | on “llai 


It not 


□ all at once 



I Fewer Choices 1 



[ Cancel ] find 



In a search within a search you can look for items that 
meet one set of criteria. Then search Just those selected 
files for the next set of criteria. For example, suppose 
you have a lot of files that have “Chapter” in their names, 
but you only want to locate the chapters you wrote after 
August 1(>, 1991. Here’s how to do that. 

▼ First, search “all at once” for all files whose “name” 
“contains” the word chapter. Find File will find and 
highlight all the matching files. 

Don't deseket the Jiks! (Don’t click anywhere.) 

▼ From I he “Search” pop-up menu, choose 
“the selected items.” 

▼ Change the search criteria to “date created” 
and “is after.” 

▼ When you choose “date created,” today’s date 
wnW be shown. To change the date to .August Hi, 
click once on the part of the date you wish to change, 
then click on the little arrows. 

— ran ti nurd 



Search 

Within a Search 
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Other 
Search Ideas 






▼ Click the “Find” button, or hit the Return key. 
Find File will display only those files that have the 
word “Chapter” in their names that were created 
after August 16, 1991. It’s too cool. 

Find 1^— j 

rind and select Items uihose 

I dote creoted ▼!! Is ofler ▼] 8/Q3/9I ||) 



Search [~ on “Internal II 0" ^ □ all ot once 



[femer Choices ] 



[ Cancel ] [[ Find 



Don’t limit yourself to using “Find...” only when you are 
looking for a particular file. This feature can also be a lot 
of help if you’re reorganizing your filing system. For 
instance, you can search by “date created” to see which 
of your files are outdated. Or if you’re making backups, 
you can first search by “date modified” to see which files 
you haven’t backed up since the last time. 

This is just the tip of the proverbial iceberg of System 7’s 
Find powers. 
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TrueType 

Fonts 



Chapter Thirty 



System 7 has a difrerenl kind of font formal called 
TrueType. TrucTyj)e fonts look nice and smooth on 
the screen in any point size. You don’t have to have a 
PostScript printer to take advantage of them; they work 
with all kinds of printers, even ImageWriters and ink-jet 
printers. 

TrueType fonts are called scalable fonts because they’re 
mathematically scalable to any size, thus you only need to 
have one size installed in your System to enable the Mac 
to create any size you need. Since TrueType fonts don’t 
take up a lot of room, it’s easier to store lots more fonts 
on your disk. (You’ll also hear TrueType fonts being 
called outline fonts. Don’t confuse that w^ith outline 
style, see page 68.) 

With TrueType fonts, you don’t have to wony about 
citv'-named fonts vs. non-city-named fonts. You can use 
all TrueType fonts, no matter what their name, on any 
printer that will w'ork w^ith your Mac. 

How can you tell a TrueType font from any other kind? 
Look at its icon, either on the lloj^py disk it an ived 
on or in the System file within the System Folder. 
TrueType font icons look like the one shown here, Helvetica 
with vaiying letter sizes to indicate that you can use them 
in any size you like. 

You can also tell TrueType fonts when you are inside an 
application: Select a font and check out the size menu. 

If all the sizes are in outline style, as shown to the right, 
then the font is TrueT)pe. 

The TrueType fonts that come with System 7 will be 
instiilled automatically when you run the Installer. If you 
buy any more TrueType fonts later (several vendors are 
making them), you’ll be glad to hear that they’re really easy 
to install. Just dntg their icons into your System Folder. If 
you have a lot of fonts and use a utility like Suitcase II, just 
drag the font icons into a suitcase icon; the suitCctse will 
accept them Just as if it were a folder. 




TrueType 



Scalable Fonts 



City-Named 

Fonts 



How Can You 
Tell if It's 
TrueType? 




✓um 

n 

os 

04 

OS) 

S4 

BO 



S3 



TrueType 
fo?Us show 
all screen 
sizes 

available. 



Installing 
TrueType Fonts 






135 





TrueType Fonts ’ System 7 



Mixing Sixes 
and Sevens 

Installing 
Other Fonts 

i 

System Folder 
A closed Systern Folder. 

a \ 

LinoCaxton 

A foyii suitcase icon. 

0 s 

C«xton Light 1 0 Caxton Light 1 2 

Font document icons; 

these represent the 
bihnapped screen font, 

CaxtoLig 

An Adobe printer font 
icon to match the 
bitmapped screen font; 
this is what the printer 
needs to print the text 
(these icons look different 
from different vendors). 


The fonts you have been using with System 6 will work 
fine with System 7, too. You can even mix them in the 
same document, and eveiything will print just hue. The 
Mac will figure it all out. Just don’t use tlie same-named 
font from tvv'o different vendors; that is, if you are using 
TrueType Times, don’t keep an Adobe Times in your 
font list also. 

To install a new non-TrueType font to your System: 

▼ Make sure your System Folder is closed, as shown. 

▼ Double-click on the font suitcase icon. In earlier 
System versions this double-click will take you to the 
Font/DA Mover. In System 7, though, you will see a 
document icon for each font. 

▼ Drag the icons of the font sizes you want to use to 
your System Folder. If you are using Adobe Type 
Manager, install Just the 10-point and 12-point icons. 
The Mac will ask if you want it to put tlie items where 
they belong (in the System file). Yes, you do. Then 
close that font window. 

(If you typically store your fonts in suitcases, drag 
the icons right to tlie suitcase and store the suitcase 
where you always have. You do not need to go 
through the Font/DA Mover.) 

▼ If the font you are installing is a PostScript font (also 
known as an outline font, or a Type 1 font), it comes in 
two parts: the bitmapped part that you Just installed, 
and die printer font (see page 68). You must put the 
printer portion of the font into the closed System 
Folder as well (not the System file). Drag the icon to 
the System Folder; the Mac will ask if you want it to 
put the item in the proper folder (in the Extensions 
folder). Yes, you do. 

(If you typically store your fonts in suitcases and use 
a font management utility, you still need to store the 
printer fonts in the same folder as the suitcase.) 




TrueType fonts do not have separate icons for 
each size; all the sizes are rolled into the one icon. 
TrueType fonts do not have separate printer 
font icons. 
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Chapter Thirty-One 



If you have been accustomed to working in MultiFinder 
in previous system versions, you can skip this chapter 
because it works essentially the same in System 7. If 
you’ve never used MultiFinder, this is probably the 
most important chapter for you to read. 

MultiFinder allows you to have several applications open 
at the same time, as well as having access to your Desktop 
at all times. These are typical scenarios: 

You open MaeWrite II to write a letter to the Brownie 
troop parents. When you decide to save the letter, 
you realize you forgot to make a folder in which to 
save this document and all the related files. So you 
just pop back to the Finder (Desktop), make a folder 
on your hard disk, and pop back into MaeWrite. You 
didn’t have to quit MaeWrite to do that. 

While writing the Brownie letter, you decide to spice 
it up with a cute graphic. So you pop back to the 
Desktop, open SuperPaint, create the graphic, and 
pop right back to MaeWrite to drop in the graphic. 
Or say you’re in PageMaker and you want to make 
a table in the Table Editor. You can open the Table 
Editor, create and export tlie table, then drop it into 
PageMaker. You print it up and you notice it needs 
changes. Since the Table I^dilor is still open, you can 
pop right over there, fix the table, and then update 
the changes in PageMaker. You never had to quit one 
program to open the other. 

Maybe you’re done with the Brownie troop letter 
and you want to finish that letter to Aunt Ethel. You 
forget where you left the leller. Find File (page 131 ) 
will get it for you, but Find File is no longer on the 
Apple menu {(iant it; I wish Ihry hadn't donv that). So yoU pop 
back to the Finder (Desktop), u.se Find File to dig up 
the letter, double-click on it, and the letter opens, 
taking you back to MaeWrite. 

Now this all seems great. It is great. Except for one thing: 
you have to be conscious. You have to actually understand 
what MultiFinder is doing and what you are doing. 



Working in 
MultiFinder 
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RAM 

Random Access 
Memory 



MultiFinder 
and RAM 



In order to understand how to work with MultiFinder 
elFiciently, you need to understand RAM (Random Access 
Memory^. Rather than send you back to page 51 to read 
about RAM, Tm going to repeat myself. 

You have a hard disk in or next to your computer (you 
have to have a hard disk to run MultiFinder). Your hard 
disk is permanent storage space. Perhaps you have a 30 
meg hard disk, or 80 meg, or 160 meg. All that storage 
space is permanent; it is not considered memory. I olten hear 
people mistakenly calling their hard disk memory. It isn’t. 
Your hard disk is like your filing cabinet; you store your 
applications there, your documents, your tools. 

You also have a certain amount of wmory (RAM) installed 
in your computer, typically from one to four megs. RAM 
is a temporary storage place. It is where all your work hangs 
out until you Save it onto the hard disk. WTien the power 
goes off or there is a System failure, everything in RAM 
disappears (that’s why when you crash, you lose what 
you didn’t Save to disk). 

When you open an application, the Mac puts a copy of the 
application into RAM. It does this because RAM is much 
more accessible; it is much faster for the Mac to go into 
R.\.M and get work done then to keep going back to the 
hard disk. When you quit that application, Mac gets rid 
of the copy in memory. When you open another applica- 
tion, a copy of that one goes into RAM. 

It is easy for RAM to get full. If it gets too full, you will 
crash; the Mac just checks out — says, “Oops, I’ve had it. 
I’m gone,” and you get the very disturbing bomb. 

System 7 works exclusively in MultiFinder — ^)'ou can’t 
turn it off as you can in previous System versions. Wliile 
working in MultiFinder, you can always see the Desktop, no 
matter what application you are in. You can always see 
the trash can and your hard disk icon (although occa- 
sionally a document window may be in front of them). 

This is a typical scenario: You work on a document for 
a while. Perhaps the document window covers up tlie 
Desktop, but when you close the document, it appears that 
the application has gone away and that you are back at 
your Desktop because you see die trash can. So you open 
another application. After a while you close that one. 
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When you tiy Lo open anoilier application, the Mac tells 
you that you can’t; there’s not enough ineinoiy. You get 
confused; how can there not be enough inenior)'? Here 
you are at your Desktop with nothing open. .And that’s 
the conftising thing — you can have stweral a/)/)lirations opni 
at once and never know it. 

Or this may happen: You’re working in an application. 
Suddenly your menu changes — here you are in MaeWrite 
but there’s no Font menu. Or perhaps you want to Shut 
Down but there is no Special menu. 

When working in .VlultiFinder, yon must constantly be 
consdous of your menu bar. The menu bar is your only 
visual clue as to what is going on. It gives you two major 
indications: 

▼ If you see the word “Special” in your menu bar, yoti 

arc at the Finder (Desktop). If you don’t see the word 
“Special,” then you are in some sort of a|3plication. 
Look at the acttial words in the menu bar. If all you 
.see are “File” and “Edit,” you are probably looking at 
a De.sk Acce.ssorv’ If you .see “Font,” you are 

probably in your word processor. 

The point here is that you need to keep an eye on 
your menu bar. Once you are aware that you can 
botince back and forth between applications, it is easy 
to find out exactly where you are (read on). 

▼ In the far right corner of the menu bar is a little icon. 
That icon tells you which application is active (which 
one you are working in at the moment). 

In the column to the right are some ol the icons you 
may see in that corner. (If you are using System 6, 
you can click on that icon to bounce into any other 
open application.) 

In System 7, that icon in the upper right is called the 
Application menu* If you press on the icon, you get a 
menu similar to the one shown in the right column. The 
bottom portion ol'the menu lists all the applications you 
have opened, as well as the Finder (Desktop). (In System 6, 
this list is under the Apple menu.) In the examj^le to the 
right, the checkmark indicates that DeskPaint is the 
active application. If you choose “Findei,” Fhe Finder will 
become active and you will .see .Special in the menu bar, 
but you will still .see the DeskPaint window! 



Watch 

the Menu Bar! 

When you are 
really at the 
binder, this is the 
ico7i you witl see. 

When you use a Desk 
Accessory, you will .see 
its icon in the comer. 






This is the MaeWrite II 
icon. Wlum you are 
woiking in MaeWrite, 
this icon wilt appear in 
the upper rifrht comer. 



The Application 
Menu 



m 



Hide DeskPaint"* 
Hide Others 
ShDIU (III 

DeskPaint"* 

^ Finder 

^ PageMaker *1.01 



Esar.-v'j..::' 
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Hiding the 
Other Windows 
, g)IM 

Hide OeskPalnr^ 

Hide Others 
Show lUI 

DeskPalnt’*’ 

Q Finder 

J PageMaker 4.01 



! 



"Not enough 
memory" 
messages 
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Now, that’s a veiy conscious choice, selecting the applica- 
tion from the menu. It is also po.ssible to accidentally or 
(preferably) consciously simply click on any open window 
to bounce into that application. For instance, if you are 
at the Finder and you want to work in DeskPaint again, 
you can simply click on the DeskPaint window that you 
see; this will make DeskPaint active and its menu will 
appear. You xoill still see all the xoindows and the icons that are 
on the Finder (that’s what gets confusing). 

Since it is a well-known fact that all these open windows 
from the different applications can cause confusion, the 
Mac offers an attempt at a solution. In the Application 
menu you can choose to hide the other windows* For 
instance, if you are working in DeskPaint and you don’t 
want all your Finder windows to confuse you, you can 
choose “Hide Others.” This does not hide the icoiis, like the 
trash can or hard disk icons, so you still see what appears to be 
the Desktop. Stay conscious. 

When you are in one application and want to pop 
into another, it is nice to hide the window you are 
leaving so you don't see it all over the screen. A 
shortcut for this is to hold down the Option key 
when you choose another application from tlie menu. 

At some point you wdll probably see a message like one 
of these (I see these all the time because I only have four 
megs of IM.M ) : 

O There It not enough memory to open 

“Rmerica Online 1.0" (700K needed, 593K 
ouallablel. Closing uilndoius or quilling 
application programs can make more 
I memory auaiiable. 



A “Microsoft IHord” prefers 1,02^K of 
/!\ memnnj. 557K Is auolloble. Do you lonni 
to open it using the ouoiloble memory? 

[ t«ncel I I OK II 

WTien you do, check the Application menu to see if you 
forgot to quit from an application. Too often we just close 
the current document (window), or bounce into another 
application or back to the Finder, and don’t realize we 
left the first application still open. If you see an applica- 
tion listed that you no longer need open, choose it. Then 
from its File menu, choose “Quit.” 
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Part 



Jargon 

IMPRESS YOUR FRIENDS 



The computer world is full of all kinds of absU use jargon 
and manv of us are too embarrassed to ask what tlie 
unfamiliar terms mean. And then when someljody tells 
us w'hat they mean, half the time it still doesn’t make 
sense but we pretend it does. For years 1 pretended I 
knew what a SIMM was. I’ve made a list of the most 
common terms you may hear so you can look them up in 
the privacy of your own room. This isn’t a complete list, 
but it should take care of most needs. If you don’t see 
what you want here, al.so look in the index. If it’s not 
listed here or in the index, you probably don’t need to 
know that w'ord anway. An italicized word w'ithin the 
definition means it is also in the list. 

Adobe Type Manager (ATM) is a program that 

smooths outs the edges of type on the .screen. Since 
QiiirkDmw printers (ImageVVritens, HP DeskWriters, 
Apple Sty leWri tens, fax modems, etc.) print what they see 
on the .screen, if the type looks good on the screen it will 
look good in print. 

,-\n accelerator board is a card you can buy. You install 
it or have installed into your Mac. It makes the computer 
work faster. 

An alert box is a me.s.sage that appears on the .screen to 
warn you of some imminent disaster. 

AppleTalk is how' your Mac talks to your LaserWriter or 
to other .Macs or to other sorts of machines (provided 
they are hooked together with cables). 

ASCII (pronounced aslie(') stands for American Standard 
Code for Information Interchange. It’s a standard code 
that almost all computers can read that enables them all 
to understand how to create numbers and letters, even 
though they u.se diirerent programs. For instance, if you 
are working in FiillWrite and you need to .send the file to 
.someone else, but they use MaeWrite II, you can .save the 
document as an ASCdl Hie (which is the same as text-only) 
and their MaeWrite II will be able to open the Hie. 



Adobe Type 
Manager 

accelerator 

board 

alert box 

AppleTalk 

ASCII 








askee ^ Jargon 



askee 


See ASCII. 


ATM 


See Adol)e Type Manager. 


baud rate 


When you use a modem to send information from one 
computer to another, the information goes through the 
phone lines at a certain rate of hits per second. This bits- 
per-second rate is also called the baud rate* Modems 
most typically send at 1200, 2400, or 9600 baud. 


BBS 


BBS stands for Bulletin Board Service, which is a service 
usually set up by organizations or clubs to provide or 
exchange information. You access the BBS through your 
modem. You call up the number for the BBS, and on your 
screen you see the computer equivalent of a bulletin 
board. You can post messages, ask questions, answer 
questions, make new friends. 


beta 


WTien a piece of softxvare or hardware is in the testing 
stage, it is said to be in beta* Usually beta versions are 
sent out to people to test (called beta testers) who report 
back the things that are wrong or buggy or that need 
improvement. 


bit 


Bit is short for “binary digit.” It\s the smallest unit of 
information that the computer works with; it’s kind of 
like an on/off electronic pulse. See page 7. 


bitmapped 


When an image or text is bitmapped, that means it is built 
out of the dots on the screen. Bitmapped graphics can 
be edited dot by dot. They are the simplest form of 
imagery on the computer. 

Other kinds of graphics, EPS, for instance, or PostScript 
fonts, have two parts to them: They have a screen 
representation that is bitmapped so the computer can 
read and produce it on the screen. Then they also have 
a PostScript, or oullme version of the same image that is 
not bitmapped; this is the part that the printer reads to 
produce it on paper. 


bomb 


I don’t think it’s nice of them to use a bomb metaphor 
when the System crasties. It’s very disturbing. It lays a 
guilt trip on us, too; we always think it’s our fault. 


boot 


To boot or boot up means to turn on your computer or 
other hardxvareoY to open the application. See 

page 11. 
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Jargon ▼ CD-ROM 



The B word. If a piece oi' softivare or hardware hws some- 
thing wrong with it, making it act weird, it is said to have 
a bug or to be buggy* That’s something beta testers do — 
they tr\' to find and report the bugs in new products so 
the bugs get exterminated before we pay lots of money 
for the products. The term actually comes down to us 
from the real live crawling and flying bugs that used to 
get into those giant-sized computers and wreak havoc, 
particularly one at Hanard in 1945. 

See BBS. 

A bus is a piece of hardware that attaches to the back of 
the Mac and lets you plug more things into it. 

A byte is eight strung together to make a message 
that the computer can interpret. See page 7. 

CAD stands for Computer .\ided Design. It actually has 
nothing to do with the sort of desktop publishing design 
projects that most of us think of — it is referring to 
engineering and architectural tasks. 

A card is a piece of plastic with c/»/m attached to it that 
you put inside the computer box. You can get video 
cards and accelerator cards and clock cards and printer 
cards or whole computers on a card. Some of' them you 
can Just order through the mail and then open the 
computer and stick ’em in, which I find to be a veiy 
frightening experience. 

A chip is that truly amazing and remarkably tiny piece 
of silicon that has an entire integrated electronic circuit 
embedded in its surface. Chips are what make the 
computer. Chips are the computer. \ tiny chi|> is one 
of the biggest pieces of human-made magic on earth. 

CD-ROM stands for Compact Disk, Read-Only Memory. 

A CD-RO.M actually looks Just like the CDs we play music 
with. You can get a C'.D-ROM player for your Mac that w’ill 
read these disks. There are disks with the entir e w'orks of 
Shakespeare, with dictionaries, with history, with images 
of the works in the L.ouvtc, etc. etc. etc. You can only 
read from them, you cannot stor e information onto them. 



bug 
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CDEV ’ Jargon 



CDEV 

CPU 

crash 



database 



Desktop 
dialog box 



ACDEV is a control panel device. It’s a little program (or 
utility) that usually makes life easier for you, like a screen 
saver. You can control some of their functions through 
the Control Panel. CDEVs are similar to FNITs in that you 
just stick them in the System Folder and they work. 

The CPU is the Central Processing Unit. It is the one tiny 
little chip in the Macintosh, often called the microproces- 
sor, that runs the show. Powerful magic. Sometimes 
people refer to the circuit board it lives on as the CPU. 

There’s probably not much question about what a crash 
is. The first time it happens to you, you say, “Oh. This 
must be a crash. I get it now.’’ When you see the bomb on 
the screen or when the screen freezes or when the Mac 
just decides to check out, that is a crash. The only thing 
you can do at that point is turn the computer off. Wait 
several minutes before you turn it back on again. Some- 
times you may have a clue as to why it crashed (see page 
95); sometimes you just have to accept the fact that you 
will never know why. Yes, everything you did not Save to 
your disk is gone. 

Adatabase document is like a giant collection of 3 x 5 
cards. Since they’re on the computer, though, a click 
of a button can alphabetize those “cards,” select just the 
names you want to invite to your party, tell you who owes 
how much money, etc. The term “database” can refer 
either to the software package you create in, or to the 
document itself. A database is one of the most useful tools 
on the Mac, and it actually is an incredible amount of fun. 
If you’ve never used one before, read Guy Kawasaki’s litde 
book, Dalalme 101. Everybody needs a database. 

Desktop refers to what you see on the screen when you 
turn on the Mac. See Chapter 3, page 13. 

I use the term dialog box loosely in this book to avoid 
confusing you. I refer to any of the messages you get on 
the screen that tell you something or ask you something 
as dialog boxes. Technically, some are dialog boxes and 
some are alert boxes and some are actually windows and 
tliere are probably a few others, but few people will argue 
and all will understand if you just call them all dialog boxes. 
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Jargon ▼ e-mail 



This little creature is the Dogcow. His name is 
Clarus. He says Moq/7 Sometimes he says IfooM. 

A dot matrix printer is a printer that uses coarse dots 
to create the text and graphics on the page, like the 
ImageWriter. 

Dots per inch is how the resolution of a screen, a printer, 
or a scanner is measured. For instance, the standard Mac 
screen is 72 dots per inch. This means there are 72 rows 
of dots in one inch. The ImageWriter II prints at 144 dots 
per inch. A LaserWriter prints at 300 dots per inch. The 
higher the number of dots per inch, the smoother the 
image. 

Download means to send information from one source, 
like your computer, to another source, like another 
computer through a modem. Also, certain fonts must be 
downloaded, or sent to, your printer before they can be 
printed. 

See dots per inch. 

The drive is the part of the computer that takes the disks 
and spins them to make them work. There are floppy 
disk drives, the ones with the little slots wiiere you insert 
a floppy disk. There are hard disk drives that are sealed 
inside the computer or inside the box they come in. 
There are removable cartridge liard disk drives that have 
a large slot in which to insert a cartridge hard disk. 

A driver is a piece of software \\rc\X. tells the Mac how to 
communicate with or operate another piece of hardware, 
most commonly a printer. Your System Folder has a 
printer driver in it. If it doesn’t, you can’t print. 

E-mail refers to the electronic mail that you can send 
or receive directly on your computer. Yes, it actually 
means people can wTite you letters and send them to 
your computer. You can turn on your Mac and go pick 
up your mail. Many a love affair has begun through 
e-mail. I know. It’s really fun, too. And useful, of course. 
You do need to have a modem or be on a network to send 
or receive e-mail. 
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EPS ▼ Jargon 



EPS, EPSF 


EPS or EPSF stands for Encapsulated PostScript File. This 
is a graphic file formal. Graphics that are saved as EPS are 
made of two parts. One part is a simple bitmapped image 
that the computer reads and displays on the screen. The 
other part is a complex PostScript code that tlie printer 
reads (if the printer reads PostSaipt). EPS files are called 
“device independent” or “resolution independent.” This 
means they will print at whatever resolution the printer 
happens to be. The same graphic will print at 75 dpi on 
the ImageWriter 11, at .SOO dpi on a LttserWriter, at 1240 or 
2400 dpi on Einotronics. 


file format 


A file format simply means the particular structure that 
a document (graphics, text, spreadslieet, etc.) is .saved 
in. For instance, in text there are file formats like ASCII 
(text-only) or RTF, in addition to the stmdard file format 
for your particular word processor, such its MacWritc II. 

In graphics there are file formats like PIPS, TIP1% PICT, or 
MacPaint. Different programs can read different formats. 


file server 


A file server is used on a network. Often one Mac and its 
hard disk are dedicated to the job of being a file seiner. 
Evei^body on the network (eveiybody who is connected 
with cables to this comptiter) can use the software and 
the hard disk belonging to that Mac, rather than ever)^- 
one having their own. There is afso file serv’er software 
that controls who gets to read and use what and how 
many people get to do it at the same time. 


Finder 


The Finder is another term for the Desktop (see Chapter 
3, page 13). There is also an icon in the System Folder 
called Finder, which controls the Desktop. 


Fkey 
function key 


The terms Fkey and function key are used interchange- 
ably, although there are two separate meanings. 

FKey is usually referring (o a mini-prognim, or utility, that 
can be added to your Mac (kind of like a desk accessor)^. 
The little FKey program makes things happen when you 
press a certain key combination, like Command Shift 7. 
Function key usually refers to the 10 to 15 extra keys 
along the top of' an extended keyboard, numbered FI 
through FIO or FI 5, that yoti can program to perform 
certain tasks, tistially with a macro utility. 
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Jargon ▼ Hierarchical File System 



Freeware refers to the software that some nice person 
creates and then puts out into the world at no cost to the 
user for the benefit of humanity and no benefit to 
themselves. Freeware is often available on bulletin board 
services, through user groups, or from friends. See also 
sharezuare. People who create freeware are diametrically 
opposite to the e\al people who create viruses. 

See Fkey. 

A gigabyte (G) is a unit of measure, measuring file size 
or hard disk space, etc. It\s very' large. Technically, one 
gigabyte is 1024 megabytes, which is the same as one billion 
bytes, which is really 1,073,741,824 bytes. Impress your 
friends with this useful knowledge. 

Some Macintosh screens are grayscale, rather than 
plain oP black-and-white. On a black-and-white screen 
or on printed material, giay tones are simulated by black 
and white dots that give the illusion of gray when seen 
from a slight distance. A grayscale image (a photograph, 
for instance, that has been scanned into the computer) 
on a black-and-white monitor (screen) is broken into 
dots to represent tlie gray values. On agi'ayscale monitor, 
though, the same image will display in actual gray values. 
It’s very’ beautiful to see. 

Hard copy refers to the printed version of what you have 
in the computer. For instance, this book is a PageMaker 
file stored on a disk. I printed up hard copy for editing 
and for producing into the book in your hands. 

Hardware refers to the parts of the computer or of any 
peripherah you can bang on. The monitor, the external 
hard disk, the mouse, the keyboard, the modem, the 
scanner — all those things you can touch are hardware. 

As opposed to softxoare. 

The Macintosh System originally kept track of items on 
a disk with the Macintosh File System (MFS). Then the 
HFS, or Hierarchical File System was developed, which is 
much more efficient at keeping track of what is inside 
folders, and folders inside of folders. Wanna know a 
little-known and very useless bit of tri\ia? If a disk has 
been formatted with HFS, there is a tiny dot right here - 
in each window (unless you are using System 7). 
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INIT ▼ Jargon 




INIT 


An INIT (accent on the second syllable) is a little program 
that does things like make extra sounds, pictures, bizarre 
cursors, clocks, etc. Some applications have INlTs as an 
adjunct to the main program. INITs work only if they are 
stored inside your blessed System Folder; if you put them 
in any other folder, they don’t work. 

These things are called INITs because they work upon 
inilializatioti of your computer; that is, when you start it 
up (they’re also known as Startup Documents). VVlienyou 
turn your machine on, all these little INITs get loaded 
into RAM* and start working even before your System 
gets up and running. Those little icons that appear in 
the lower left portion of your screen as you boot up 
represent your INITs (some are also CDEVs, which are like 
INITs except that you have some control over them 
through the Control Panel). 

INITs are a well-known source of trouble to the System. 
If things start acting weird after you install an INIT, take 
the INIT back out, restart (from the Special menu), and 
see if things are normal again. Never install more than 
one INIT at a time; rather, |)ut one in, work on your 
machine a few days, then put another one in. That way 
you will be able to pinpoint the one that cau.ses trouble. 
(For instance, I’ve heard of an INIT that inadvertently 
affects the column guides in PageMaker. Weird.) 

*Read up on R\M to understand the effect of having 
INITs taking up space. See pages 51, 138, and 196. 


initialize 


When you buy a new floppy disk or a hai d disk, it is 
unformatted; that is, it is completely blank and doesn’t 
have any of the tracks necessaiy in w'hich to lay dow'n the 
data you are going to give it. So you have to initialize it. 
Blank hard disks come w'ith special software to use for 
initializing them. Wlien you insert a blank floppy disk, 
the Mac asks if you want to initialize it (see page 8). You 
have to, if you want to u.se it. 

If you re-initialize any disk, the process permanently 
erases anything that currently exists on that disk. 

As noted in the section t)ii INITs above, the term 
initialization is sometimes referred to as the booting up 
of the computer. 
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Kerning is the process of adjusting the fit between 
letters. You can only do it in certain programs, like the 
more expensive page layout or illustration applications. 

To launch simply means to start or open an application. 

Leading (leddmg) is the amount of space between lines 
of text. It is typically measured in points. In page layout 
programs and in some word processing programs you 
can adjust the amount of space between the lines. 

A ligature is a typographic nicety; it is one character that 
is actually two single characters combined together. For 
instance, when you type the letter f next to the letter i, 
the hook of the f bumps into the dot of the i. The ligature 
for f and i is one character, like so: fi. Ever)' PostScript font 
on the Mac includes the common ligatures for fi and fl 
(see the chart of the last page of this book for the key- 
strokes). Certain other fonts, like the Adobe Expert 
collections, contain many more ligatures. 

Lines per inch is ver)' different than dots pei' inch. Dots 
per inch refers to the resolution of the screen, the scanner, 
or the printer, which can get up into the 2()()() dots per 
inch range. The lines and cur\'es of text appear to be 
perfectly smooth because the dots are so small our eyes 
can’t separate them. 

But when a graphic that is in gray tones or in color, such 
as photographs or gray bars, goes to the printing press 
or a copy machine, the tones must be broken into dots 
big enough to print ink or toner. The principle is the 
same as in doLs per inch: 85 lines per inch means that in 
an inch tliere are 85 lines of dots. The more lines that fit 
into an inch, tlie smaller tlie dots. The smaller the dots, the 
higher quality the printing press must be in order to hold 
(print clearly) the dots. Copy machines and newspapers 
need graphics at 65 to 85 lines per inch, l.ow-cost presses 
(quick printers) need 85 to 100 lines per inch. A good 
press can usually print 133 lines per inch. Only very high- 
quality art-type books are printed higher than 133 line. 

An Apple LaserWriter has a default for grayscale 
graphics of 53 lines per inch, which means that any gray 
image that comes out of the LaserWriter will have the 
gray values broken up into dots in lines of 53 per inch. 
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log on T Jargon 




log on, log off 


These terms refer to the process of checking in, or 
logging on, to a bulletiu hoard sendee ov a network, or to 
the process ol’cliecking out, logging off. Typically wlien 
yon log on somewhere yon have to have a password. 


macro 


The term macro sounds ver)- arcane and intimidating, 
but once yon use them yon get hooked, they are so cool. 
A macro is simply a series of steps (menu commands, 
mouse clicks, keystrokes, etc.) that are programmed into 
one key or one key combination. Once it is programmed 
and yon press lhat key combination, the entire series oi' 
steps is execnled at high speed. 

For instance, ii’ you’re creating a database of names 
and addresses, yon can create a macro that will type 
“P.O. Box ” for yoti so yon just press one key combina- 
tion and that phrase will appear. Or il yon regularly have 
to type the phrase “Robin’s and Janet’s Private Clnb for 
the Disseminalion and Flncidation of Macintosh Magical 
Mysteries,” make a macro for it. II' at the end oi’each 
week yon always gather nj) all the accounts entered, copy 
them, open another spreadsheet, drop them in, then 
print np a report with sums and totals and balances, 
create a macro for it. Anything yon do repeatedly, yoti 
can lighten yonr life by making a macro for it. 

Do-it-yonr.se 11' macros are veiy ea.sy to create; basically, 
yon just say Do 'Fhis, show it what to do, and the macro 
Does It. Some applications, like Micro.soft Works, have a 
macro feature built right into it. .Apple provides Macro- 
Maker with its System software (which I don’t use becatise 
it interrupts Dark C.astle). A.sk around about them. 


memory 


Memory is generally referring to R.\M, wiiich is Random 
Access Memoiy. .Vlemoiy is tempoi aiy, volatile storage 
space, as opposed to the permanent storage space yon 
have on a disk. Yon should read pages 51, 138, and 196 
about RAM to get a good grasp on this important subject. 


modem 


.A modem is a little box that sits next to yonr computer. 
It has a cable lhat pings into yonr .Mac. It has another 
cord that pings into yonr phone jack. With a modem 
hooked np, then, yonr computer can call any other 
computer that is also hooked np to a modem. You can 
sit at your computer and “talk” to other people who are 
sitting at their computers. Yon type a couple lines of 
conversation, hit the Return key, and yonr conversation 
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Jargon ▼ moire 



shows up on both of your computer screens. It\s really 
addictive. People have been known to meet and eventu- 
ally many' through meeting online (on the screen). And 
many a one-night-online-stand has happened. It’s a 
fascinating phenomenon. 

But, practically speaking, an incredible amount of 
business goes on through the modem. You can send any 
file through tlie phone lines. If you live out in the boonies, 
you can send your publication out for high-level output 
to a service bureau hundreds of miles away; they’ll just 
express the finished product back to you through the 
mail. If your magazine column is due by 12 noon on 
Friday, you can finish it at 11:45 and still have it in their 
hands across the country' by noon. You can conduct 
research, make plane reservations. Join clubs, play long- 
distance chess, oh the possibilities are endless. 

Just so you know, the wor d modem is derived from the 
terms modulator and demodulator. 

Modifier keys ar e the ones that have no char acter 
attached to them, but that alter the behavior of another 
key. These are Macintosh modifier keys: Shift, Option, 
Command, Caps Lock, and Control (if your keyboard 
has it). Always when using modifier keys you press those 
keys down and hold them, and then Just tap the character 
key that it modifies. For instance, the keyboar d shortcut 
for Paste is Command V, So hold down the Command 
key and tap the letter V. If you hold the letter V down, 
you’ll end up pasting in more than one of the item. 

The term nioire refers to the bizarr e patterns that result 
in photographs (or other gr aphic images with color or gray 
values), when lines of dots at one angle over lap lines of 
dots at another angle (see Ihies per inch). It’s not easv’ to 
avoid them if you’re trying to print dir ectly from the 
computer output, ratlier than high-quality separations. 
How to avoid them “is beyond the scope of this book.” 

(1 see stuff all the time telling people to pronounce this 
word “mwahr” or “mwah ray,” but nobody says it like that. 
Maybe if you’re French you do, but American mouths don’t 
work that way. This term’s been around a lot longer in printing 
and graphics than computer nerds realize. [Me, Pm not a nerd; 
I’m a nerdette.] Just pronounce it “mor ay,” with the accent on 
the second syllable, and you will be perfectly acceptable.) 
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Moof! ▼ Jargon 



Moof!™ 


Moof! is what the Dogcojo Sc\ys. 


motherboard 


Isn’t this a nice name? It’s also called a “logic board,” but 
motherboard sounds so much more earthy and close to 
the heart. The motherboard contains the heart of the 
Mac. It’s the board, or piece of fiberglass, that contains 
the most important c/ii//s that run the computer, including 
the HAM and the CPU (Central Processing Unit). 


multimedia 


This was the biggest buzzword in town a few years ago. 
Now it’s become the M word, the equivalent of saying 
“Have a nice day.” Multimedia refers to presentations 
that are created using a variety of media, such as sound, 
video, graphics, and text. 


nested 


When folders are stored inside of folders, they are said to 
be nested. Folders can be nested ad infinitum (well, about 
12 layers deep in System 6; the Computer God only know 
how many in System 7). 


network 


When you connect computers together, either directly 
through cables or else through modems ^nd phone lines, 
they are all on the same network. People on a network 
can share files, applications, e-mail, etc. Also see file 
shming. 


object-oriented 


Some programs, like MacPaint, create everything bitimipped, 
wliere dots on ihe screen are either on or off and you 
can edit images dot by dot. Other programs, like MacDraw, 
are object-oriented and create images as entire objects. 
You can’t edit the obJecLs dot by dot; you can only change 
the entire object as a whole. Each object is on a separate, 
transparent layer, and is defined by a mathematical 
formula rather than bitmapped dots. Since tliey are not 
bitmapped, object-oriented graphics print much smoother, 
taking advantage of the resolution of the printer. 


OCR 


OCR stands for Optical Character Recognition. It’s a 
combination software \md hardware lh?ii is able to take 

text on a printed page, scan it into the computer, and 
have the computer turn the text into the characters, not 
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Jargon ▼ outline font 



into a gi aphic image. That means you can take all the 
typed letters your lovers have sent you over the past ten 
years and input them into your computer imthout retypmg 
them. This opens up incredible possibilities. 

When you are Uilking through your computer to another 
computer or to an information ser\ice (see BBS or 
modem), you are online 

Online help is the file an application provides within 
itself where you can find information about the program 
or how to work it, without ever leaving the application or 
your computer. It’s a manual on screen. Usually tliey’re 
pretty wimpy, although they can be of use. System 7 has 
an online Help feature. It’s pretty’ wimpy. 

When people talk about outline fonts, they are not 
talking about the outlime style (gag). Fonts come in 
basically tliree varieties: bitmapped, oudine, and TrueType. 
TrueType is discussed in Chapter 30, so we will ignore it 
here (it is an altogether different creature). So then: 

Bitmapped fonts are usually named after a city (Monaco, 
New York, etc.). They are stored in suitcase icons. They 
are built out of the dots on the screen. When you print 
a bitmapped font on any printer, regardless of the 
resolution, the letters are still bitmapped and lumpy. 

Outline fonts are made of two parts: One part is the 
screen font (which is exactly like a bitmapped font, stored 
in a suitcase, and built out of the dots on the screen; 
don’t get confused). The screen font is what appears in 
your menu and is what you use to create the document. 
The screen font is what the computer reads. 

The second part of an outline font is the printer font. 
Each outline font needs a corresponding printer font. 
The printer font is written in the PostSmpt language. 
Wlien you print to a PostScript printer, the printer 
ignores the font you see on the screen. The printer reads 
the printer font. If you are using 37-point outline type 
and it looks crummy on the screen, it will still print nice 
and smooth on a PostScript printer. 



online 



online help 



outline font 

\23 

LinoCaxton 

Bitmapped fonts, whether 
they are city-named fonts 
or the screen portions of 
an outline font, are 
always stored within a 
suitcase icon. The icon 
above stores the fonts 
in the Caxton family: 
Caxton Light, Caxton 
Bold, Caxton Light 
Italic, and Caxton Bold 
Italic (four fonts). 




CaxtoLig 



Online fonts must have 
a corresponding printer 
font for each metnber of the 
font family; that is, this 
icon above is for Caxton 
Light. In order to print 
the other three font family 
members, I must have the 
printer font for each one. 
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peripherals 



pirate 



pica 



PICT 

Piet 



pixel 



point 



port 






Any hardware lliat is attached to the computer is considered 
a peripheral. Modems, scanners, CD-ROM players, 
printers, external hard disk drives, etc., are all peripherals. 

In computer Jargon, pirate is a verb that describes 
making a copy of commercial software without permis- 
sion and without paying for it. It is essentially stealing. 

A pica is the unit of measure that typesetters have used 
for many years to measure type and line lengths. There 
are six picas in one inch (one pica =.167 inch), and there 
are 12 points in each pica. 

A PICT is a graphic file formaty generally used for objeci- 
orienied graphic\s. They don’t take up much disk space, 
and most programs can read them. They’re rather 
undependable, though (in fact, I hate them). If you 
are saving a graphic as a PICT, make sure there are no 
bitmapped within it, and don’t use any download- 

able ionXs. Even then, they often decide to change their 
appearance without warning you. 

A pixel (picture element) is the smallest dot that the 
Macintosh can display on the screen or that the printer 
can print. On a standard Mac screen, each pixel (each 
dot) is of an inch (remember, the dots per inch is 72). 
On the Apple LaserWriter, each pixel is of an inch. 

A point is the unit of measure that type.setters have used 
for many years to measure the .size of type and the space 
between the lines. It is the unit of measure on the Mac to 
measure type and the space between the lines. There are 
72 points in one inch. There are 72 dots per inch on the 
standard Macintosh screen. That was not an accident. 

(For type aficionados: you will he interested to know that 
72 points on the Mac equals exactly one inch.) 

Port is just another name for a plug (a socket, actually) 
on the back of the Mac where you plug the cords and 
cables in. You can’t go wrong witli plugging things in — 
there is either a picture above the port giving you a clue 
as to what should go in the socket, or the port is shaped 
in such a way that only one kind of plug will fit. 

Port also refers to rewriting software so it works on 
another kind of computer. 
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PostScript is a programming language developed by 
Adobe Systems that has become an industr)' standard. 

It’s a language that PostSiript-compalibk prinU^rs 
(as opposed to a language that your computer vi^<id^). It is 
PostScript that enables complex graphics to be printed at 
any resolution (whatever the resolution of the printer). 
Also see PostScript printer. 

A PostScript printer (or PostScript-compatible printer) 
is a printer that can interpret the graphics and fonts that 
are written in the PostScript programming language. 

Not all laser printers can read PostScript. Just because 
a printer has a high resolution does not mean it is Post- 
Script. For instance, the Apple StyleWriter prints at 
400 dots per inch, but it is not PostScript. Usually if a 
printer is not PostScript, it is a QuickDraw printer. 

Once you start using keyboard commands, install a few 
INlTs and CDEVs, create a macro or two, and start throw- 
ing around words like R\M and PostScript, you can 
consider yourself a power user. Say the word SIMM, 
motherboard, or CPU in mixed company and you will 
really get respect. 

Public domain is an adjective describing any kind of 
work, not just computer software, for which the public has 
every right to copy and use in any way they see fit. The 
author has reUiined no rights nor liabilities. Usually cuz 
they’re dead. Public domain software is dilTerent than 
software that is copyrighted to the author yet distributed 
publicly. See freeware and shareware. 

QuickDraw is the computer code that lives in the Mac’s 
ROM (read-only memorv') and is used for drawing graphics 
on the screen and on the printer. 

A QuickDraw printer is generally almost any printer 
that can’t read PostScript. If a printer cannot read Post- 
Script, then it has to just recreate what it sees on the 
screen. That’s the big deal about ATM (Adobe T)pe 
Manager). ATM makes certain typefaces clear and 
relatively smooth on die screen; thus when they print 
to a QuickDraw printer, they are much clearer and 
smoother on the page. 



PostScript 



PostScript printer 



power user 



public domain 



QuickDraw 



QuickDraw printer 



RAM, see pages 
51, 96, and 138 



155 



read-only ▼ Jargon 
read-only 

ReadMe 

redraw 

refresh rate 
resolution 

ROM 

RTF 

scan, 

scanner 



When a file or a disk is read-only, that means you can 
look at and print the fde or disk, but you cannot save 
changes onU> it. Often you think you can, because the file 
lets you select and edit text, but when you go to Save it, 
you won’t be allowed. Locking a disk or file (page 94) will 
make it read-only. CD-ROMs m e read-only. A certain part 
ol'the Mac’s inner workings are read-only. 

You will usually see a ReadMe file on a disk when you get 
a new software package. It’s a good idea to read them 
(how can you resist?) because they describe the product 
and often give you the details on any last-minute changes. 

When you move an object across the screen, scroll, 
change windows, etc., all or part of the screen has to be 
redrawn. The .Mac has to figure out where ever\4hing 
has moved to and redraw them in their new places. 

Mow quickly a screen is redrawn is called the refresh rate. 
Faster is better, of course. 

The resolution of a computer screen or printer is 
measured in dots per inch. Fhe greater the number of dots 
per inch, the higher the resolution. The higher the resolu- 
tion, the smoother the graphics and text will be. The 
standard Mac screen has a resolution of 72 dots per inch. 
The Apple LaserWriter has a resolution of SOO dots per 
inch. The Apple StyleWriter has a resolution of 400 dots 
per inch. 

The initials ROM stand for Read-Only Memoiy, which 
usually refers to the System information that is built into 
the inside the com|>uter, the information that gets 
the System up and running. Also see read-only, 

RTF is Rich Text Format, another file format in which 
you can save text. It holds onto a little more formatting 
information than does an /\.SC7/file. 

A scanner is a piece of hardware. What it does is scan an 
image: You put a photograph or a piece of drawn art or 
sometimes a three-dimensional object on the scanner. 
You close the lid and push a button, the machine \dews 
(scans) the image, and sends a copy of it to the computer. 
It’s sort of like making a xerox copy, but instead of 
coming out the other end, the copy comes out in the 
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computer. (Not all scanners work like I described here; 
some are hand-held and you roll the little machine over 
the top of the image. There arc also video scanners that 
can input live stuff.) The image to the right w^s scanned in. 

When you scan images, the scanning software usually 
offers you several file format oj^tions. Unless you liave a 
clear idea and a good reason as to why you would save it 
in any other format, always save .scanned images as TIFFs. 
TIFFs were invented for scans. 

▼ If the image is straight black-and-white with no 
gray areas, save it as a line art TIFF. 

▼ If the image has gray tones, such as a photograph 
or pencil or charcoal drawing, save it as a gray- 
scale or con-tone TIFF. 

Halftones: Halftones only apply to gray or color 
areas. A halftone breaks the gray area into dots 
that a printer can print (.see lines per inch). If the 
image is solid black-and-white, you don’t need 
any sort of halftone. 

▼ If your scanning software can create special effect 
halftones that you want to use (or if your printer is 
not PoslSnipl-cumpatihle) , .save it as a halftone TIFF. 

▼ If there is no special effect halftone you need, then 
don’t bother saving it as a halftone — let the Post- 
Script printer halftone it on the way out. (Yes, all 
PostScript printers will do that; they take any gray 
or color image and break it into lines per inch. The 
number of lines per inch varies depending on the 
printer. An Apple La.serWriter halftones at 53 lines 
per inch; a Linotronic 300 halftones at 105 to 150 
lines per inch.) 

If you leave an image on the screen for an extended 
period of time, it will eventually burn in and leave a 
permanent shadow. A screen saver is a little program 
(a utility) that prevents burn in by creating interesting 
animated effects w'hen you are not working. Effects range 
from simple lirew'orks to moving patterns to flying toasters 
with wings that you can hear beating if you listen closely. 
Some screen .savers activate automatically if tlie keyboard 
or mouse haven’t been touched in a ccrUiin number of 
minutes (those bug me; I hate to be interrupted while I’m 
thinking). Others you must turn on yourself. A good one 
lets you choose either. 




This was a photograph. 
/ scajined it as 
a grayscale Tll't' 
at 210 dpi. 



screen saver 
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SCSI ▼ Jargon 

SCSI 

scuzzy 

shareware 

SIMM 

software 

spooler 



SCSI, pronounced scuzLyy sUinds for Small Computer 
Systems Interface. SCSI is a connecting system, an interface, 
tliat allows computers and \hc\v pmpheral de\dces (scanners, 
printers, etc.) to exchange information. Those big cables 
with the little pins in them (usually 50 pins or 25 pins) are 
SCSI connectors and they plug into SCSI ports on the 
back of the Mac. 

See SCSI. 

Shareware is copyrighted software that somebody went 
to the trouble to create and then distributed through 
user groups, bulletin board services, and friends. You can tr)- 
the software for free, but if you like it you should pay for 
it. Sharew'are is generally pretty cheap ($5 to $20) and 
you really should pay it to encourage other people to 
create nice things for us. 

Ha. Now' 1 know what a SIMM is. It’s a Single Inline 
Memory' Module. Well, tliat’s w'hat techies say it is. I say it 
is a litde piece of plastic with chips on it. These particular 
chips are memory chips. When you w'ant to add more 
memory, more Rj\M, to your computer you buy SIMMs. 
Then somebody installs the SIMMs into your computer. 

Hardware is the stun'you can knock on. Software is the 
invisible stuff, the programming, the energy' coursing 
through the chips that makes the computer work. Soft- 
ware is in the form o{ applications, or programs, in the 
memory stored inside the Mac, it’s on the disks, it’s in 
the System that runs the machine. It’s the big magic. 

A spooler is software (or sometimes a combination of 
softw'are and hardware) that allows you to w'ork on your 
screen while your printer is printing. Typically what 
happens w'hen you print without a spooler is that the 
computer sends the pages to the printer. The computer 
can send the information much faster than the printer can 
deal with it. So the computer has to hang around and wait 
while the printer processes all the information. Then it 
sends a little more info and waits. Sends a little more and 
waits. Meanwhile, you are also w'aiting because tlie com- 
puter is busy and won’t let you have your screen back. 

But when you use a spooler, the computer sends the 
information to the spooler instead of to the printer. The 
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spooler takes it all, says thank you \ery much, and then 
funnels the information to the printer. Since the com- 
puter did its job of sending ofl' the info, you get your 
screen back and you can work merrily along while tlie 
spooler finishes telling the printer what to do. 

Sometimes wdiile using a spooler your screen may get 
interrupted for a minute here and there while the com- 
puter takes care of details. But in general, it’s painless. 

Spreadsheet is another one of those terms that intimi- 
dates us at first. A database h for making a list of items 
that you can then manipulate; a spreadsheet is generally 
used for number-crunching. You can do your home 
budget on a simple spreadsheet (I hire my teenager to 
do it), create invoices for your small business, project 
your mortgage payments, etc. etc. etc. They are so cool. 
It’s quite a feeling of power to set one up, plug in some 
numbers, and watch it work. Most spreadsheets also have 
a method for applying borders (lines) on the page, 
which means it is so incredibly easy to make great, instant 
forms: As you widen the page, the lines get longer; if you 
delete a row or a column, ihe lines will also be deleted; as 
you make the point size bigger, the space between the 
lines gets bigger. It’s terrific, even if you don’t have a 
single number on the page. 

A stack is a document that has been created in the 
application HyperCard, HyperC^ard is a veiy interesting 
and provocative program that is difficult to explain in a 
few sentences so I’m not going to tn^ The biggest single 
difference between something created in HyperCard and 
something created in almost any other program is that 
the document, or stack, that you create in HyperCard 
never leaves the computer. In almost eveiy other program 
you create something on the computer and then print it 
up and you hand out the printed piece. In HyperCard, 
w'hat you create is meant to be viewed by other people 
directly on the computer. It works in a series of cards 
(hence the term stack, as in stack of cards). As you flip 
through the cards of information, you may find sounds 
and animation and music and interactions. It’s really an 
exciting and addictive program to w'ork in, but you must 
keep in mind that for anyone to use your final project, 
they have to have a Macintosh. 



Jargon ▼ stack 



spreadsheet 



stack 




HyperCard 

The application Hyp(frCard. 




Addresses 

A stack, or doaiment, 
created in IIyp(rrCard. 
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startup volume ▼ Jargon 



startup volume 



Some people have more than one hard disk attached to 
tlieir computer. Sometimes more than one of those hard 
disks has a System Folder (be careful! don’t do that 
unless you know wliy and how to deal with two System 
Folders). The hard disk that is running the machine at 
the moment is the startup volume. Or you could call it 
the startup disk, but usually people refer to it as a volume 
if it is a hard disk. The startup volume boots the computer. 
The startup volume will always put its icon in the top 
right corner. 



suitcase 




FuturaFamily 



Desk Accessories 
Suitcase icons 




Suitcase^ II 

Icon for SuitcfLse // 
font management program 



The term suitcase gets confusing because two very 
important, closely related, but not connected items both 
refer to it: suitcase icons "And the font management 
program called Suitcase II, 

Suitcase icons represent screen fojits or desk accessories. 
In System 6 you can’t open these suitcases, really. If you 
double-click on a suitcase to ti^ to see the fonts or DAs 
inside, you will go straight to the Font/DA Mover (see 
page 01). While in the Font/DA Mover you can click on 
the name of a font to see it displayed. [In System 7, if you 
double-click on a suitcase it opens up to a window witli 
an icon for each font size and you can double-click each 
one to take a look at it; see page 1 19 and 130.] 

There is also a wonderful program called Suitcase II 
which helps you work more efficiently when you have a 
large number of fonts. It also resolves font conflicts, or 
identity crises, which is what happens regularly when a 
lot of fonts get together. If you’re a font freak (meaning 
you like and collect them), it is absolutely indispensable 
to use a program like Suitcase II or Master Juggler to 
manage your fonts (even with System 7, no matter what 
they tell ya). 

But the confusion occurs because people banter 
around the word a referring to either the screen 
font icon or to tlie font management program, and a 
beginner doesn’t see the difference yet. 



system crash 



You’ll know a system crash, or bomb, when you see 
one. Either you get a veiy polite yet disturbing notice on 
your screen with a picture of a bomb about to explode 
(cute, ver)' cute), or things will just stop working. Your 
keys won’t work, the mouse won’t work. The only thing 
you can do is turn the computer off. See pages 195-196 
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Jargon ▼ toggle 



for a couple of reasons why you might crash, how to 
avoid crashing, and what to do about it when it does 
happen (which it will). 




TeachText is a tiny little word processing program (it 
only takes up 36K of disk space). Often when you get 
new softw'are you will see an icon called ReadMe. This file 
has the latest info on the software, or maybe some tricks 
you should know about. To make sure you can read the 
file, since the software company has no idea what word 
processing program you use or even if you have one, they 
write the ReadMe file in TeachText, and then also send 
along the TeachText application on the disk so you can 
open ReadMe. 


. TeachText 

TeachText 


The term telecommunications refers to communicating 
over the phone lines through a modem as opposed to 
using your voice. It’s even faster than overnight mail. 


' telecommunications 


A document that is formatted (saved) as is able 

to be read by almost any word processing or page layout 
program. It has no formatting, like font size or style or 
columns, etc. Text-only is synonomous with ASCII, so you 
should take a quick moment to look up that term (it’s on 
page 141). 


■ text-only 


TIFF stands for Tagged Image File Format. It is a format 
used for saving or creating certain kinds of graphics, 
Graphics in TIFF are always bitmal)ped, but the bitmap 
resolution can be vciy high, depending on the program 
you are working in. TIFFs can be black-and-white line art, 
or they can be gray sr ale \nvdgcs. They were invented for 
scanning, so you might want to also read the scanning 
information (page 156). 


TIFF 


Some menu commands and keyboard shortcuts are 
toggle switches. This means if you choose it once, the 
command is turned on; if you choose the same command 
again, it is turned off. Sometimes a command that can be 
toggled shows up with a checkmark next to it (although 
a checkmark does not mean it is necessarily a toggle 
switch!). Sometimes a command that can be toggled 
changes the name of the command when you choose 
it (e.g., “Show Clipboard” becomes “Hide Clipboard”). 
See “Changing Stymies Mid-Stream” on page 45. 


toggle 
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Type 1 font ▼ Jargon 




Type 1 font 


There are two* distinct formats for t)pe, Type 1 and Type 3 
(there really isn’t a Type 2 format). The corporation 
Adobe Systems, Inc., had a monopoly on Type 1 fonts; 
they used a secret formula to produce tliem and wouldn’t 
let anybody else have the formula. So everybody else had 
to make Type 3 fonts. 

Type 1 fonts are PosiSaipt, and they are especially 
designed to print well at “low” resolutions (like 300 dpi). 
They print fast and clean on PostScript printers, and tliey 
can be scaled with Adobe Type Manager (ATM) to appear 
very' smooth on your screen. In 1990 Adobe decided to 
publicize the secret formula so everyone (“everyone” 
meaning font manufacturers) can create Type 1 fonts. 

*System 7 introduces a new font format called 
TrueType. If you’re interested, read Chapter 30. 


Type 2 font 


Type 2 was a proposed font technology that never made 
it, so there are no Type 2 fonts. 


Type 3 font 


Type 3 fonts are the typefaces that are made witliout 
Adobe System’s proprietar)' font technolog)'. They tend 
to be less expensive, and they often don’t print as clean 
and smooth, nor as fast, as Type 1 fonts. They also tend 
to be more graphic in nature; that is, many Type 3 fonts 
are very decorative, with gray shades and elaborate fills 
and fancy shadows. 


upgrade 


Wdien a company improves their .software or hardware, 
that improvement is called an upgrade. The upgrades 
are indicated by the version number; e.g., PageMaker 4 is 
in its fourth major upgrade since it was invented. Minor 
little fix-its are noted by points (xofll, that's the only word I could 
think of). For instance, PageMaker is currently in version 
4.01 (pronounced four point oh one). If you are a 
registered owner of tlie software, you can usually purchase 
an upgrade at a significandy reduced cost, and sometimes 
you even get the upgrade free. If your hardware goes 
through an upgrade, you Just have to buy the new piece. 


upload 


WTien you use your modem to copy infoniiation off of 
another computer and put it on yours, you are doum- 
loading (taking it down from the other computer). When 
you use your modem to put information onto another 
computer, you are uploading (putting it up onto the 
other computer). 
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A ufilily is an application, generally a verv' small applica- 
tion, that has a veiy limited rimclion. Utilities don’t 
create documents; they just make things work better or 
add a bit of sparkle or convenience to your computer. 
The Font/DA Mover (Cliapter 19) is a utility. Adobe 
Type Manager 'll a utility. 

Wlien a company announces that their softw^are is about 
to appear on the market and then it doesn’t appear 
w'hen it is suppo.sed to, that software is considered 
vaporware. The term even gets loosely applied to 
books that don’t appear on time, or blind dates. 

A video card is the card (the piece of plastic with chips 
attached to it) that controls tlie display on your screen. 
You can get different kinds of video cards for different 
kinds of monitors that allow' the monitor to display 
different levels o\’ grayscale or colors. 

Viruses are ver)’ interesting things. A virus is a program 
that a veity intelligent, veiT skilled, and veity evil, sick 
person writes. It is written to do such things as destroy 
the data on your computer, corrupt your System, lock 
you out of your ow n machine, eat your programs. They 
can wipe out an entire hard disk. Viruses travel from 
computer to computer through floppy disks, networks, 
and even modems. You don’t ahvays know' you have a 
virus; they often have a delayed reaction time, so yoti use 
the sick program for a while until one day it eats you. It 
seems that a person who can write a program to do so 
much evil is cerUiinly briglit enough to get a real Job and 
direct that energy into making people happy instead. 

This is a virus scenario: You have a disk that is infected. 
You put it into your Mac. As you use an application on 
that disk, the virus gels into your System. You take tliat 
disk out and insert another one. The virus Jumps from 
your System onto an application on the floppy disk. You 
take that disk out, go to another computer in the office 
and insert it. The virus Jumps IVom that disk onto the 
other person’s System. Ad infinitum. The VVDEF virus is 
so contagious that simply inserting an infected disk into 
a computer infects the computer. It’s sort of comparable to 
somebody wdth a social disease getting on a bus and ever)'- 
body on tJie bus automatically getting the disease. Then 



Jargon ^ virus 
utility 

vaporware 
video card 
virus 
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virus » Jargon 




virus (continued) 


ever)^bocly on the bus get5 off the bus and goes into 
the stores and ever^'body in the stores gets the disease. 
Fortunately WDEF is not a terribly devastating virus, just 
very irritating. See page 92 for an easy way to get rid of 
this pest (System 7 is immune to WDEF and to CDEF). 

How do you know when you have a virus? Things start 
acting funny on your computer. Windows may not 
function properly, printing might not work right, files 
may be changed, programs may be “damaged.” If any tiling 
sums acting weird, you can suspect a virus. (Actually, first 
you should suspect any INITs or CDIiVs you may have in 
your System folder, since they are a much more likely 
cause of little troubles. Take them all out and put them 
back in again, one at a time, over a period of a couple of 
days. That way you can pinpoint the offensive creature 
and remove it.) If you think the problem really is a virus, 
then get virus-protection software and disinfect your 
hard disk and mtery single disk in your entire house and office. 
And never again let anyone put a disk in your computer 
without checking it first. 

Eveiyone should own virus-protection software as a 
normal part of computer life. The best package is one 
called Disinfectant. It has an application that will locate 
and kill any virus, and it comes with an INIT that will 
quietly check any disk you put in your machine. If an 
infected disk is inserted. Disinfectant sets off bells and 
whistles (literally). It is freeivarCy written by a wonderful 
man named John Norstad at Northwestern Univ^ersity. 

He spends time to write this program and is constantly 
updating it to catch new viruses. Can you believe that? 

He does this out of the kindness of his heart, an intrepid 
soul battling the forces of evil. Write him a nice thank- 
you letter and tell him how wonderful he is. 

Disinfectant is av^ailable on several of the bulletin hoard 
sendees, from user groups, or from friends. You do need to 
be on the lookout at all times for the latest version of it, 
since those evil minds are constantly striving to outsmart 
the current virus-protection software. 

Viruses have the potential to cause catastrophic damage; 
however, most Macintosh viruses have been held in check 
by virus-protection software, and with a little knowledge 
you can easily protect yourself and your loved ones. 



164 



Jargon ▼ 68882 



See VVrS/VITG, just below. 

WYSIWYG stands Tor What You See Is What You Get, 
which means that what you see on the screen is what will 
print out on paper. If you are Just beginning to use a Mac 
and you have never used any other computer, you may 
wonder what the big deal is about Wysiwyg because of 
course that’s the way it is and that’s the way it should be. 
But it is actually a relatively new concept, and one where 
the Mac excels over those other machines. 

These numbers designate different chips (designed by 
Motorola). These particular chips run the computers, 
and the higher the number tlie faster and more powerful 
the machine. For instance, the 68000 chip is the one in 
the older Macs, like the 128, the 512, the Plus, and the 
SE. The Mac II has a 68020 and rtins about five times 
faster than the 68000. The 68030 was a big deal and was 
installed in the SE/30, Ilx, and Ilex. And the 68040 is of 
course even faster and does mc:)re tricks. 

Other important chips have these other numbers and 
do things like increase the floating point mathematics 
speed by about 100 times, whatever that means. 



wizziwig 

WYSIWYG 



68000 

68020 

68030 

68040 

etc. 



68551 

68882 

etc. 
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Symbols 

20 

V-5 

A 

About the Finder" 

in System 7 

iiueresiing iunns in, 1 13 
Accelerator board, 1 4 1 
Accent marks, 50 

a list of common, 50, back page 
Adobe Systems, Inc., 1 62 
Adobe Type Manager, 141, 1 62 
Alarm Clock, 79 

changing the date of, 80 
changing the settings of, 79 
changing the time of, 79 
closing up, 80 

creating a copy of date and time witli, 79 
setting the alarm of, 80 
turning off, 80 

Alert box, 1 4 1 

Aliases (System 7), 127-130 

finding original file belonging to, 130 
how to make, 1 28 
ideas for using, 1 29 
Alignment of text, 46 

as it affects entire paragraphs, 46 
changing, 46 

"All" (print command), 57 
"all at once" (System 7 "Find File"), 132 
American Standard Code for Information 
Interchange, 141 
Apple key, 19 
Apple LaserWriter 
fonts installed in, 66 
hal (tones wi th , 157 
lines per inch on, 149 
Apple menu, 13 

changes to in System 7, 113 
Apple Menu Items (System 7), 1 13, 120 
aliases on, 113 
Apple StyleWriter, 65 
AppleTalk, 56, 81, 141 
Application menu (System 7), I 18, 139 
Applications, 28 

checking their compatibility for System 7, 
100 

icons for, 28, 39 



in System 7 

how to open on startup, 1 15 
in System 7 MultiFinder 
selecting, 139 
opening, 39, 39-40 
opening 39-^10, 39 
quitting, 59 

synonornous with program, 39 
System 7-compatihle, 100 
System 7-<le[jendeiit, 100 
System 7-friendly, 100 
when t)iie can’t be fijiind 
what to do, 95 
ASCII, 141 
Askee, 141 
ATM, 141, 162 
Automatic font substitution 
on the LaserWriter 
examples of, 71 

B 

Backing up 

documents you create, 10 
often, 10 

software applications, 10 

Backspace, 41 

key, 19 

Backspace (delete/clear), 48 
Backup Disks, 10 

Balloon (System 7 online Help), 1 17 
Baud rate, 142 
BBS, 142 
BCS/Mac, 100 
"Before You Install" 

System 7 disk, 1 00 

Berkeley Macintosh Users Group, 100 

Beta versions, 142 

Binary digit, 142 

Binary system, 7 

Bit, 7, 142 

Bitmapped 

definition of, 142 
riFFsas, 161 

Bitmapped fonts, 65, 66, 68, 153 
on the Image Writer 
examples of, 69 
on the LaserWriter 
examples of , 70 

examples of witli automatic font 
substiiuuon, 71 
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Black icons, 29 
Blank spaces 

as rcprescMiicd in menus, 20 
in lexi, 43 

BMUG, 100 
Bomb, 12 
Bombs 

definition of, 142 
possible INIT responsibility for, 96 
when running MultiFinder without 
enough RAM, 138 

Booting up/to boot, 11, 12, 142 
Boston Computer Society/Macintosh, 100 
Bugs, 143 

Bulletin Board Service, 142 
Bunny rabbit, 49 
Bus, 143 
Byte, 7, 143 

c 

"C" with Command key, 48 
CAD, 143 
Calculator, 80 

how to operate, 80 
"Cancel," 18, 40 
Caps Lock key, 20 
Cards, 141, 143 
video, 163 
CD-ROM, 143 
as read-only, 156 
CDEF, 164 
CDEVs, 144 

disabling in System 7, 106 

Centering text, 44 
Central Processing Unit, 144 
Changes in a document 
saving versions without, 53 
Changing the name of a folder, 33 
Chips, 143 
in cards, 143 

numbers designating Motorola, 165 
Chooser, 28, 56 
how to use, 56, 81 
printer icons in, 56 

City named fonts, 65. See also Bitmapped fonts 
on a PostScript printer, 67 

"Clean Up," 25 
"Clean Up" (System 7), 1 16 
"Clean Up Desktop" (System 7), 116 
"Clean Up Selection," 25 
"Clean Up Window," 25 
Cleaning the mouse, 16 
Cleaning up 
Desktop 

in System 7, 1 1 1 



Clear (backspace/delete), 48 
click-and-drag, 15 
Clicking 

double, 15 

in the scroll bar, 23 

single, 15 

Clip art files 
viewing, 95 
Clipboard, 46 

Backspace/delete/clear and, 48 
icon for, 120 

in relationship to the Scrapbook, 86 

in System 7, 1 20 

showing, 46-47 

visual represen uition of, 86 

Clock & Calendar, 82 
Xiose," 13, 59 
Close box, 21, 23 
Closing, 59 

a (Inciiment, 59 
folders 

ill System 7, 109 
vs. quilting, 59 
windows, 25 

as you go along, 25 

Color 

assigning to highlighted text (System 7), 115 

Color control panel 

icon for, 124 

Color control panel (System 7), 115, 124 
Color menu 

hack of in System 7, 115 
Command C, 48 
Command key, 18, 19 
Command key symbol 
typing, 20 
Command V, 48 
Command X, 48 
Command Z, 48 
Command ZXCV, 48 
Commands 
black, 17 
grey, 17 

Compact Disk, Read-Only Memory, 143 
Compatibility checker 

in System 7, 100 

Compressing 

folders 

in System 7 “Find File,” 132 

Compressing folders 
in System 7, 109 
Computer Aided Design, 143 
'Computer Paper" (print command), 57 
Control key, 20 
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Control Panel/ 81-82 
Clock & Calendar, 82 
Desktop Pattern, 82 
Keyboard, 82 
Mouse, 83 
Sound, 82 

Control panel device, 144 
Control Panels (System 7), 120, 123-125 
Color, 124 
Eas)' Access, 125 
File Sharing Monitor, 126 
General Controls, 123 
Labels, 124 
Memoiy, 125 
Monitors, 125 
networking, 126 
Portable, 126 
Sharing Setup, 126 
Sound, 124 
Startup Disk, 124 
Users & Groups, 126 
Views, 123 
World map, 1 25 

Control panels (System 7), 123-125 
Capies of disks 
as back ups, 1 0 

"Copy of /" 37 

Copying, 46 

characters on Key Caps, 85 
how to, 47 

items from the Scrapbook, 86 
special characters, 49 
Copying files, 37 

more than one at a time, 37 
to another disk, 37 
to same disk, 37 
CPU, 144 

Crash. See also Bomb 

what to do when you, 144 

Create your own new, empty folders, 33 
Creating project-specific folders, 35 
Cutting, 46 

how to, 47 

D 

DAs, 13. 75, 79-86 
Alarm Clock, 79 
Calculator, 80 
Chooser, 81 
Control Panel, 81 
Find File, 83 

Installing or removing, 78 
Key Caps, 84 
Mouse, 83 



Note Pad, 85 
Scrapbook, 86 
System 7,113 
installing, 113 

Database, 144 
Delay Until Repeat, 82 
Delete, 19, 42 

Delete (clear/backspace), 48 
Deleting 

from the Scrapbook, 86 
Deselecting 
all files, 38 
one file, 38 

Desk Accessories. Si?^DAs 
Desktop, 13 

a.k.a. Finder, 13 
checking your fonts at. 92 
definition of, 144 
file 

what to do if it gets too full, 96 
in System 7, 101 

customizing windows in, 123 
printing, 105 
window, 105 

with MultiFinder, 138-139 
Menu. 17, 59 
organizing, 14 
rebuilding, 92 

“Get Info" notes when, 31 
"Desktop" (System 7 button), 104 
Desktop Pattern, 82 

"Device independent," 146. PostScript 

language. See also PostScript 
Dialog boxes, 18 
definition of, 144 
ejecting disks through, 62 
Find File, 83 
Font/ DA Mover, 76 
“Open,” 77 
in System 7, 104 

moving around in using Tab key, 90 
“New Folder” button in System 7, 104 
“Open,” 40 
“Save its...," 18, 35, 52 
stationery pads (System 7), 106 
Trash ('.an wiirning (System 7), 103 
w’arning, 30 
Dimmer switch, 91 
Dingbats, 66 
7^ipf, 99 
chart of, 99 
Disinfectant, 164 
ax'ailability of, 164 
Disk sixe, 10 
Disk-swapping, 92 
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Disks/ 8 

“Before You In stair* System 7, 100 

carinj; for, 8 

ejecting 

through the menu, 62 
through the trash. 61 
lloppy 

copying with one floppy drive, 91 
icons for, 8, 9 

rebuilding desktop files of, 92 
formatted, 9 
formatting, 9 
gray 

left on screen after being rejected, 61 
memory of still in RAM, 61 
what to do if left on the screen, 98 
hard. 9-10, 12 

and shutting down, 63 
higlwlensity tlouble-sided, 8 
initiali/ed, 9 
initializing, 9, 148 
locking, 9 

“Networking Basics’* for System 7, 100 
nonnal double-sided, 8 
re-initializing, 148 
spitting out 

what to do about, 93 
unlocking, 94 
various ways to eject, 62 
Documents 
closing, 59 
icons for, 28, 39 

in relationship with Scrajibook and 
(Miplmard 

visual represen uition of, 86 
in System 7 

finding and updating, 107 
how to open on startup, 1 15 
making templates out of, 106 
lost 

what to do. See Kind File 
making several versions of, 53 
“New** vs. “Open,** 40 
opening, 39-^10 
Dogcow^ 145 
Dot matrix printer, 1 45 
Dots per inch, 1 45 
Double click, 1 5 
Double-spacing, 43 
Downloadable fonts, 66 
changing style of, 78 
Downloading, 145 
Dragging 

items together, 38 
the scroll bar, 23 



Drive, 12, 145 
external, 12 
internal. 12 
"Drive," 40 
Driver, 145 
"Duplicate," 37 

E 

E-mail, 145 

Easy Access (System 7), 1 25 

icon for, 125 

Edit menu (System 7), 1 14 
"Eject," 40, 62 
Ejecting disks, 61, 62 

from the external drive, 62 
from the internal drive, 62 
in a power outage or a system error, 62 
in .System 7 

and leave nothing in inemoiy, 106 
on a Mac with two internal drives and an 
external, 62 

through dialog boxes, 62 
through the menu, 62 
using a dialog box, 18 
with a paperclip, 62 
with the mouse, 62 
Ellipses 

meaning of in menus, 90 

Ellipsis, 18 
"Empty Folder," 33 
"Empty Trash," 30 
Encapsulated PostScript File, 146 
Enter key, 20 
EPS, 146 
EPSF, 146 
Error (System) 

ejecting stuck disks after, 62 
"esc," 20 
Escape key, 20 
Extended keyboard, 19 
Extensions (System 7), 121 
icon for, 121 
External drive, 12 
External hard disk, 1 1 
Eye-beam. See I-beam 

F 

Families 

Font, 78 

Fenton, Erfert, 78 
"50% Reduction," 57 
File format, 146 
File menu 

in System 7, 1 1 4 
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File server, 1 46 

File Sharing Monitor control panel 
(System 7 ), 126 

icons for, 1 26 

Files 

in use, 95 
locating, 8.S 
locking, 32 
opening 

what to do when you can’t, 94 
putting away, 84 

putting oil the Desktop, 83, 83-84 
System 7 

dragging to select, 1 10 
finding, 131-133 
insuUling, 113 

restricting searches when fiiiding, 133 
sharing, 107 

throwing away when locked, 32 
unlocking, 32, 9^1-95 
Filing cabinet, 33 
Find File, 83^4, 94 
dialog box, 83 
System 7. 131-133 
“all at once,” 132 
“Find Again," 132 
“Search,” 133 
search with a search, 133 
using from inside an application, 84 
using to find an extra System, 96 
Finder, II, 13 

a.k.a. Desktop, 1 46 
aka Desktop, 1 3 
icon, 1 1 

the concept, 1 1 

"Finder Shortcuts" (System 7), 111 
example of. 111 
Fkey, 146 
Flashing X 

what to do when you get, 93 
floppy disks. See also Disks 
Folders, 33-35 

changing the name of, 33 
creating project-specific, 35 
creating your own, 33 
icons for, 27 
labels for, 40 
menu for, 52 
menus for, 40 
naming a new, 33 
opening, 34 

organizing your disk using, 34 
putting something inside, 34 
putting something inside of, 34 
removing something from, 34 



vs. copying something from, 34 
saving into, .35 
System 7 

compressing, 109 
compressing in “Find File,” 132 
creating, 104 
expanding, 109 
viewing hierarchies of. 111 
Font/DA Mover, 75, 75-78 
dialog box 
“Open," 77 
how to use, 75 
icon for, 75 

Font/DA Mover dialog box, 76 
Fonts, 65-68 

a note about font families and styles, 78 
automatic .substitution 

examples of on the l.aser\Vriter, 71 
bitmapped, 65, 66, 68 

examples of on the ImageWritcr, 69 
examples of on the LaserWriter, 70, 71 
changing, 44 
alignment of, 46 
size of, 45 
style of, 45 

checking at the desktop 
how to, 92 
citv' name, 65 

associations with, 66 
on a PtJslScript printer, 67 
downloadable, 66 
changing style of, 78 
from different vendors 

preventing mix-ups with, 136 
installed, 66 
monospacetl, 65 
moving, 75 

name itssociations with, 66 
non-TmeType 

installing in System 7, 136 
outline, f)5, 68. TrueType fonts 

(System 7) 

outline style in size menu, 67 

determining TmeType through, 135 
PostScript, 66, 68 

examples of on the LaserWriter, 72 
printer (outline), 68 
removing, 75 

scalable. .S>c TmeType fonts (System 7) 
screen sizes, 68 
size of, 74 

aiul screen resolution, 67 
printed examples, 74 
System t) and System 7 
mixing, 136 

ta^c«grviii"inr iiii—wi mi^MMwaiMTiiyaTTriTITTTTi^ 
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Fonts (continued) 

System 7 

seeing in System file, 1 19 
TrueType (System 7), 185-136 
Type 1, 162 
Type 2, 162 
Type 3, 162 

where to find ones to install, 75 

Form-feed button 

on an ImageWriter, 58 
Form-Feeding paper 
problems with, 98 
Formatting disks, 9 
Freeware, 1*17 
Freezes (screen) 

what to do about, 94 

"'From to (print command), 57 

Function key, 146 

G 

G, 147 

General Controls (System 7), 123 
icon for, 123 
"Get Info," 31 
notes, 31 
Gigabyte, 147 
Good housekeeping, 63 
Gray icons, 22, 29 
Gray scroll bar, 21, 22 
Gray vs. black commands, 17 
Grayscale, 147 

H 

H E L P I, 93-98 
Halftones, 157 
with scanners, 157 
Hard copy, 147 
Hard disk, 9-10, 12 
and shutting down, 63 
external, 1 1 
internal, 1 1 
Hard return, 42 

inlluencing alignment, 46 
Hardware, 147 
HD, 8 

Header. Information Bar 
Help (online) 

definition of, 153 
Help menu (System 7), 117 
Help screens (System 7), 110 
viewing, 1 1 1 
HFS, 14, 34, 147 
Hidden Icon, 2 1 

"Hide Balloons" (System 7), 117 



'Hide Others" (in MultiFinder), 140 
Hierarchical Filing System, 14, 34, 147 
Hierarchies 

of nested folders in System 7, 1 1 1 

High-density, double-sided disk, 8 
Highlighted 

text 

assigning color to (System 7), 115 

Highlighted icons, 29 
Highlighted text 

shortcut for replacing, 90 
Highlighting text, 42 
unhighlighting, 42 
Hot spot (in the pointer), 1 6, 37 
HP DeskJet, 65 
HyperCard, 159 

System 7 compatibility checker in, 100 

I 

I-beam, 33, 41 
Icons, 21, 27-32 

alias (vSystem 7), 127 

application, 39 

application menu, 1 18 

assigning labels to (System 7), 1 14—1 15 

black, 29 

changing back to original (System 7), 112 
cleaning up all alphabetically (System 7), 
116 

cleaning up selected (System 7), 116 

Clipboard, 120 

(]olor control panel, 124 

control panels, 123 

creating your own (System 7), 112 

DAs, 78 ‘ 

document, 39 

duplicate. Aliases (System 7) 

Easy Access (System 7), 125 
Extensions (System 7), 121 
Eile Sharing Monitor control panel 
(System 7), 126 
Finder, 1 1 
floppy disk 
unlocked, 9 
floppy disk, 8 
folder, 27 

Font/D.A Mover, 75 
for slationeiy j)ads, 106 
General Controls (System 7), 123 
gray, 22, 29 



hidden, 21 
HyperC^ard, 159 

impt)i tance of in .VlultiFinder, 139 
in System 7, 109-112 
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Key Layout , 84 

Keyboard, 125 

labeling (System 7), 115 

Isabels control panel (System 7), 124 

Memory control panel, 125 

Monitors control panel, 125 

Mouse, 125 

moving, 15, 32 

networking control panel (Sym*rn 7), 126 

Portable control panel (System 7), 126 

Preferences. 121 

printer, 56 

printer font, 68 

printer port, 56 

question mark (System 7), 5 

renaming, 32 

undoing an accidental, 32 
renaming (System 7), 112 
undoing, 1 12 
Scrapbook, 120 
screen dump. 30 
selecting (System 7), 110 
Sharing Setup control panel (System 7), 126 
Sound control panel. 124 
Startup Disk, 1 24 
suitcase, 68, 160 
System, 1 1 
system, 27 

System file (Sx'stem 7), 119 

System Folder, 11,119-121 (System 7) 

Trash Can, 29 

Users & Groups control panel (System 7), 
126 

Views control panel (System 7), 123 
window 

cleaning up in System 7, 1 1 1 
world map (System 7), 125 

Imagesetters, 65 
ImageWriter 

aligning pin-fed paper on, 58 
as a dot matrix printer, 145 
city named fonts on, 67 
form-feed button on, 58 
Resolution 

example of, 68 
troubleshooting for, 97 
Information Bar, 21, 23 
Initializing disks, 9, 148 
re-iniiializing, 148 
INITs, 148 

as cause of' bombs, 96, 1 48 
conflicts among, 96 
disabling in System 7, 106 
effect on RAM, 96 
unfortunate qualities of some, 96 



Inserting a disk, 1 2 
Insertion point, 15, 41 
lormaiiing, 4*1-45, 49-50 
Installed fonts, 66 
Installing 

items into tlie System Folder (System 7), 121 

Installing fonts, 75 
Internal drive, 12 
Internal hard disk, 1 1 

J 

Jargon, 141-165 
Justified type, 46 

K 

K, 7 

Kerning, 149 

Key Caps, 49, 50, 84-85 

copying and pitsting characters on, 85 
how to access using the option key, 50 

Key Caps entry bar, 49 
Key Layout icon, 84 
Key Repeat Rate, 82 
Keyboard, 19 
icon for, 125 
on Control Panel, 82 
Keyboard command shortcuts, 18 
Keys, 19-20 
Kilobyte, 7 

L 

Label menu (System 7), 1 14 
Labels 

in System 7 
applying. 124 
applying to icons, 1 15 
assigning to icons, 114-115 
changing, 1 15 

globally changing from control panel, 1 15 
setting up your own svstem of. 115 

Labels control panel (System 7), 115, 124 
icon for, 124 
Laser printers 

and screen font resolution, 67 
how to save toner and paper on, 57 
LaserWriter, 65 

bitmapped fonts on 
examples of, 70, 71 
PostScript fonts on 
examples of, 72, 73 
Resolution 

<‘xample of, 68 
Launch, 149 
Leading, 149 
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Ligature/ 149 
Line'feeding paper 
problems wiUi, 98 
Lines per inch, 149 
LinotroniC/ 55« 65 
halftones with, 157 
List views 

in Sytein 7, 1 10 

The Little System 7 Book, lOO, 107, 108 

LocalTalk/ 107 

Locking disks, 9 

Locking files, 32 

Love notes, 31, 85 

Logging on/off, 1 50 

M 

Macintosh Basics, ii 
The Mac is not a typewriter, 50 
The Macintosh Font Book, 78 
MacPaint, 28 

screen dinnp/shot, 30 
Macro, 150 
MaeWrite II, 28 
'Make Alias" (System 7), 114 
Making a window active, 22 
Map (System 7), 125 
Megabytes, 10 
Megs, 10 

Memory, 1 50. See also RAM 

messages about not enough, 140 
running out of 

what to do about. See also l^AM 

Memory control panel 

icoti for, 125 

Memory control panel (System 7), 1 25 

turning on virtual memory from, 125 
Menu, 17-18 

choosing commands from, 15 
pop-up, 17, 104 
pulkiown, 17 
selecting an item, 17 
System 7, 113-117 
Menu bar 

in MultiFinder 

two major indications of, 139 
Modems, 161 

acce.ssing BBS through, 142 
baud rate of, 142 
defmUion of, 150-151 
dowidoading to, 145 
uploading to, 162 
Modifier keys, 1 5 1 
Moire, 151 

Monitors control panel (System 7), 125 



icon for, 125 

Monospaced type, 50, 65 
Moofr^b 152 

"More Choices" (System 7 "Find File"), 132 
Motherboard, 152 
Motorola 

chips from, 165 
Mouse, L5-16 

adjusfing from the Control Panel, 83 
cleaning, 16 
how to use, 15 
icon for, 125 
using to eject disks, 62 
Moving 
an icon, 32 

on siime disk, 34 
to a different disk, 34 
as opposed to copying, 34 
objects just a pixel or two (System 7), 125 
windows, 21 

without making them active, 22 

Multi 

138 

MultiFinder, 137-140 
“Hide Others,” 140 

hiding windows while in (System 7), 140 
menu bar in 

being especially conscious of, 139 
mess;iges about not enough memor\- 
while in, 140 

RAM nece.ssaiy for running, 138 
using with System 7, 1 18 

unique qualities of, 102, 138, 139 

Multimedia, 152 

N 

Naming folders, 33 

Nelson, Kay Yarborough, 100, 107 

Nested, 152 

Network, 152 

using System 7 aliases on, 129 

Network buttons, 56 
Network option, 81 

"Networking Basics" for System 7, 100 
Networking control panels (System 7), 126 
"New," 40 

vs. "Open,” 40 
"New Folder," 33 

button in System 7, 104 
Normal, double-sided disk, 8 
Norstad, John, 1 64 
Note Pad, 85 
Number-crunching, 159 
Numeric keypad, 19 
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O 

Object-oriented, 152 

graphics, 154 
OCR, 152. 152-153 
Online, 153 
Online Help 
Sysiem 7, 1 1 7 
Online help, 153 
"Open," 40 

dialog box, 40 

within the Fonl/DA Mover, 77 
Open icons, 29 
Opening 

applicalioiis, 39 
documents, 39 
files, 40 
folders, 34 

in Sysiem 7, 109 

Optical Character Recognition, 1 52 
Option key, 19 

when you choose “Quit," 25 
Organizing 

your desktop, 14 

in Sysiem 7, 111, 116 
your disk using folders, 34 
"Orientation," 57 

Outline fonts, 65, 68, 153. PostScript 

fonts; TrueType fonts (System 7) 

Outline view (System 7), 109 

P 

"Pages," 57 
Paper 

form-fed or line-fed 
problems w'ith, 98 

Paperclip 

using to eject disks, 62 

Paragraphs 

alignment influencing entire, 46 

Pasting, 47 

characters on Key Caps, 85 
how to, 47 

into the Scrapbook, 86 

Periods 

why to use one space after, 50 

Peripherals, 154, 158 
PhoneNet, 107 
Pica, 154 
PICT, 154 

Pictures, 27. Seealso\cons 

Pin-Fed Paper 

how to align on an ImageVVritcr, 58 
Pirating, 37, 154 
Pixel, 154 



Plugs. SVr Ports 
Pointer, 16 

“Hot spot”/ tip of, 16, 37 
Points, 45, 154 
Pop-up menus, 17 
in System 7, 104 

Portable control panel (System 7), 126 

icon for, 126 
Ports, 81, 154 
icons for, 56 

PostScript fonts, 66, 67, 68, 162 
on the 1 LaserWriter 
examples of, 72 
PostScript language, 153, 155 
PostScript printers, 55 

and screen font resolution, 67 
city-named fonts on, 67 
definition of, 155 
what they print, 68 
Power outage 

ejecting disks during, 62 
Power user, 155 
trick of, 25 
Preferences 
icon for, 121 
Sysiem 7,121 
Press 

functions of, 15 
Press-and-drag 
functions of, 15 
Print dialog boxes, 56 
"Print....," 56 
Printer font icons, 68 
Printer fonts, 68 
Printer icons, 28, 56 
Printer port icons, 56 
Printers, 65 

Apple I LaserWriter 
halftones with, 157 
icons for, 56 
imagesetters, 65 
I mage Writer, 65 

aligning pin-fed paper on, 58 
city named fonts on, 67 
laser, 65 
Linoironic, 55 

halftones with, 157 
PostScript, 55 

and screen font resolution, 67 
city named fonts on, 67 
what they print, 68 
PostScript laser, 65 
printing to your personal, 55 
QuickDraw, 55, 65 
ATM with, 141, 155 
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Printers (continued) 

definition of, 155 
what it prints, 68 
Printing, 55-58 

from the IniageWriter 

example of resolution from, 68 
from the UiserWriter 
exanif)le of, 68 
in System 7 

the Desktop, 105 
windows, 105 
preparing to, 55-58 
spoolers for, 1 58 
the screen, 26 

the window on an ImageWriter, 26 
tf) your personal printer, 55 
troubleshooting for, 97 
why you always want to save prior to, 56 
Problems with your Mac 

some help in solving simple, 93-98 
Programming languages 
PostScript, 55 
QuickDraw, 55 

Programs. See also Applications 
icons for, 28 

Public domain, 155 

Publishers and Subscribers (System 7), 107 
Pull-down menus, 17 
•'Put Away," 29 
Puzzle (System 7), 105 

getting the original back, 105 
pasting new pictures into, 105 
switching to numbers, 105 
viewing, 105 

Q 

"Quality," 56 

Question mark icon (System 7), 5 
QuickDraw, 155 
QuickDraw printer 
what it prints, (S8 
QuickDraw printers, 55. 65, 1 55 
with ATM. HI, 155 
"Quit," 13 

vs. “Close," 13 

Quitting, 59. See also Closing 
clo.sing all windows when, 60 
closing all windows when, 59 
vs. clo.sing, 59 
Quotation marks 
creating real, 90 
vs. inch and foot marks, 90 



R 

RAM, 30, 51, 150 

as it influences the Clipboard, 47 
finding out how much you have, 99 
in .System 7 

amount needed, 99 
memory of ejected disks in, 61 
messages about not enough, 140 
nece.ssary for running MultiFinder, 138 
ninning out of 

what to do about, 96 
the flanger documents incur while in, 51 
Random Access Memory. See 1^\M 
Random Access Memory (RAM), 30 
Read-Only files/disks, 32, 156 
ReadMe, 156 

with TeachTcxt, 161 

Rebuilding floppy disk Desktop files, 92 
Rebuilding your Desktop 

(happy) fate of Note Pad when, 85 
fate of “(iet Info" notes when, 31 
how to go about, 92 
why you’d ever want to. 92 

Redraw, 156 
Refresh rate, 156 
Removing 

soniething from a folder, 34 
something from the trash, 29 
Removing fonts, 75 
Renaming an icon, 32 
Resolution, 65, 156 
definition of, 145 
ImageWriter, ()8 
LaserWriter, 68 
Resolution independent, 146 
Return Key 

as a shortcut, 90 
Return key, 20, 42 
hard returns with, 42 
wtird wrapping with, 42 
Returns 

removing, 43 
"Revert," 53 
Rich Text Format, 1 56 
ROM 

definition of, 156 
RTF, 156 

Rule Number 3, 10 

s 

"Save," 53 

v.s. "Save as...," 52 
when and how to ii.se, 53 
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Index ▼ standard keyboard 



"Save as.../' 35 

dialog box, 18, 35 
when closing, 59 

to make several versions of one document, 
53 

vs. “Save,” 52 
when and how to u.se, 52 
"Save As..." dialog box 

creating project-specillc folders, 35 
Saving, 51, 51-53 
documents 

right into their own folder, 35-36 
hies, 36 

importance of, 5 1 
why you want to do it often, 51 
Scalable fonts. TrueType fonts (System 7) 
Scanners, 156 
Scanning, 152-153, 156 
Scrapbook, 31, 86 

copying items out of, 86 
deleting items from, 86 
icon for, 1 20 
in System 7, 1 20 
pasting into, 86 
visual representation of, 86 
Screaming, 48 

what to do before, 48 
Screen 

choosing shades and color for (System 7), 
125 

dump/shot, 30 
printing, 26 

Screen fonts. .W Bitmapped fonts 

Screen freezes 

what to do about, 94 
Screen savers, 91, 157 
Screen sizes (fonts), 68 
Scroll arrows, 21, 22 
Scroll bars, 22 
gray, 22 

clicking in, 23 
white, 22 
Scroll box, 21 , 23 
Scrolling windows 
in System 7, 1 10 
SCSI, 158 
Scuzzy, 158 

"Search" (System 7 "Find File"), 133 
Search within a search 

in Find File (System 7), 133 
Searching for files 
in System 7, 132-133 
Selecting 
applications 

in System 7 with Multi Finder, 139 



marquee method of, 38 
menu items, 17 

more than one file at a time, 38 
shift-click method of, 38 
text, 15 

Service bureaus, 55 
"Set Startup" 

missing in System 7, 115 
Shareware, 158 
Sharing files (System 7), 107 
Sharing Setup control panel (System 7), 126 
icon for, 1 26 

"Sharing..." (System 7), 1 14 
Shift key, 20 
Shift lock, 20 
Shift-clicking 

to deselect files, 38 

to select more than one file, 38 

Shortcuts 

keyboard command, 18 

"Show Balloons" (System 7), 117 
"Show the Clipboard," 46 
"Shut Down," 61, 63 
Shutting down, 61, 63 

from the menu, 61 
keyboard shortcuts for, 61 
turn computer off without, 63 

SIMM, 158 
Singleclick, 15 

Single Inline Memory Module, 158 
Single-sided disk, 8 
Size Box, 21,22 
Sizes 

font, examples of, 74 

Slot, 12 

Small Computer Systems Interface, 158 
Software 

definition of, 158 
version numbers of, 12 

SOS, 51 
Sound, 82 

Sound control panel (System 7), 124 
Sounds 

in System 7 System file, 119 
hearing, 1 19 

Spacebar, 20 
"Special," 13 
Special characters 
how to access, 48 
Special menu (System 7), 115 
Spoolers, 158 
Spreadsheet, 159 
Stacks, 159 

Standard keyboards, 19 
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startup disk ▼ Index 



Startup Disk^ 12 
System 7 

choosing, 1 15 
control panel, 124 
icon for control panel, 124 
Startup Items (System 7), 120 
Startup volume, 160 
StartupScreens, 91 
creating, 91 

Stationery pad (System 7), 106 

creating through Get Info, 106 
Style of type, "15 
changing, 45 
font families and, 78 
Suitcase, 160 
icon for, 68 
Suitcase II, 1 60 
SuperDrive, 8 
Switches (on/off), 11 
System. See also System 7 
bo mbs/ crashes, 95 
definition of, 160 

possible INIT responsibility for, 96 
what to do about, 95 
concept of, 1 1 
error, 62 

ejecting stuck disks after, 62 
finding an extra, 96 
Folder, 1 1 
icons, 1 1, 27 
opening, 27-28 
selecting, 27 

moving fonts from and to, 75 
oidy one per computer, 12, 95 
version numbers of, 12 
System 7,5,99-136 
ali;ist‘s, 127-130 

finding original file belonging u>, 130 
ideas for using, 129 
making, 128 
Apple menu, 1 13 
Apple Menu Items, 113, 120 
aliases on, 1 13 
applications 
menu, 118, 139 
“Before You InstalP disk, 100 
l)iief overview, 101-108 
changing lal)els in, 115 
“Clean Up” command in, 1 16 
“Clean Up Desktop,” 1 16 
Clipboard in, 120 
Color control panel, 1 15, 124 
compatibility of programs with, 100 
control panels, 120, 123-126 
customizing window information in, 1 1 1 
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Desk Accessories, 113 
installing, 1 13 
desktop, 101 
dialog boxes in, 104 
disabling INlTs and CDEVs in, 106 
disks 

what to do with all ten, 100 
Easy Access, 1 25 
Edit menu, 1 1*1 
Extensions, 121 
File menu, 1 Id 

File Sharing Monitor control panel, 126 
Find File, 131-133 
“all at once,” 132 
“Find Again,” 132 
restricting searches in, 133 
“Search,” 133 

search witliin a search, 133 
Finder shortcuts, 1 1 1 
folders 

expanding, 109 
fonts 

installing non-TrueType, 136. See also 
4'rueType louts (System 7) 

General Controls, 123 

Help, 117 

how to get it, 1 00 

how to tell il'yt>u really want it, 00 

icons, 109-1 12 

changing back to original, 1 12 
cleaning up, 1 16 
creating your own, 1 12 
KeylH>ard, 125 
l^ibel menu, 1 14 
labels 

applying to icons, 1 15 
globally changing from control panel, 1 15 
setting up your own system of, 1 15 
l/ahels control panel, 115, 124 
list view's, 110 
“Make Alias,” IM 
Memoiy control panel, 125 
menus, 113-117 
missing color menu in, 1 15 
Monitors control panel, 125 
Mouse, 125 

MultiFinderand, 118, 137-MO 
“Networking Basics,” 100 
networking control panels, 126 
outline view, 109 
pojMip menus in, 104 
Portable control panel, 126 
Preferences, 121 
Publishers and Subscribers, 107 
renaming icons in, 112 
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undoing, 112 
Scrapbook, 120 
sharing files in, 107 
“Sharing...,” 1 14 
Sound control panel, 124 
Special menu, 1 15 
Startup Disk control panel, 124 
Startup Items, 120 
stationery' pads, 106 
System file, 1 19 
System Folder, 1 1 9 
tiny triangle next to folders in, 109 
Trash Can in, 103 
TiiieType fonts, 135-136 
installing, 135 

Users 8c Groups control panel, 126 
Views, 123 

V^iews control panel, 123 

virtual memory, 108 

what it takes to upgrade to, 99 

Windows, 109-112 

windows 

scrolling, 110 
viewing by name, 109 
world map, 125 
System bombs, 95 
what to do about, 95 
System crash 

possible INIT responsibility for, 96 

System error 

ejecting disks after, 62 

System file (System 7), 119 

icon for, 1 19 

System Folder (System 6), 97 

icon, 11, 119 
printer icons in, 56 
printing requirements, 97 
System Folder (System 7), 119-121 
Apple Menu Item, 120 
Clipboard, 120 
Control Panels, 120 
Extensions, 121 
installing items into, 121 
Preferences, 121 
Scrapbook, 120 
Startup Items, 120 
System file, 1 19 



Tab Key 

using to move around in dialog boxes, 90 

Tagged Image File Format 
definition of, 161 
'Tall Adjusted/' 57 
TeachText, 161 



Telecommunications, 161 
Templates 

in System 7 

making out of documents, 106 

Text 

blank spaces in, 43 
centering, 44 
formatting 

unexpected change in, 96 
highlighted 

assigning color to (System 7), 115 
shortcut for replacing, 90 
highlighting, 42 
selecting, 15 

Text-only documents, 161 
Throwing away a locked file, 32 
TIFFs 

definition of, 161 
on scanners, 157 

Tilde key, 20 
Tips (a few extra), 87-92 
Title bar, 21 
Toggle, 45, 161 
Tracking speed, 83 
Traditional typefaces, 65 
Trash Can 
emptying, 30 
icon for, 29 

putting sometliing in, 29 
removing something from, 29 
System 7, 103 

warning dialog box, 103 
using, 29 

what to do if garbage is hanging around, 98 

Trash can 

ejecting disks through, 61 

Triangle 

next to each folder in System 7, 109 

Tricks 

a few extra for System 7, 106 

TrueType fonts (System 7), 135-136 
installing, 135 

Turning on the computer, 1 1 
help with, 93 
Type. .SVr Fonts 
Type 1 fonts, 162 
Type 2 fonts, 1 62 
Type 3 fonts, 1 62 
Type size, 67 

outlined sizes in dialog box 
screen resolution of, 67 
Typefaces. See Fonts 
Typing, 41, 41-48 

controlling how fast, 82 
one space after periods, 50 
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underline in the info bar ’ Index 



U 

Underline in the information bar 

meaning of, 2*1 

Undo, 48 
"Undo/' 32 

Undoing an icon name change, 32 
in System 7, 112 
Unhighiighting text, 42 
Upgrades, 12, 1()2 
Uploading, 162 
"User Name," 81 
Users & Groups control panel 
(System 7), 126 
icon for, 126 
Utilities, 163 

V 

"V" with Command key, 48 
Vaporware, 163 

Version numbers (software), 12, 162 
Video cards, 163 
Viewing files 

by date, 24 
by icon, 24 

cleaning up, 25 
by kind, 24 
by name, 24 
by size, 24 
by small icon, 24 
Viewing the Window, 23 
Views 

icon for, 123 
System 7, 1 23 

Views control panel (System 7), 123 

icons for, 1 23 

Virtual memory (System 7), 108 

turning on, 125 
Viruses, 163-165 
CDEF, 164 

creating printing problems, 98 
how to know when you have one, 164 
System 7’s immunity to, 164 
WDEF,92, 163 

w 

Warning dialog box, 30 
WDEF virus, 92, 163 
What You See Is What You Get, 165 
White Scroll Bar, 21,22 
Williams, Robin, 157 
Windows, 21-26 
active, 21 

good housekeeping for, 63 



hiding in MuliiFiiider, 140 
making active, 22 
moving, 2 1 

without making active, 22 
printing information in, 26 
System 7, 109-112 

cleaning up active icons in, 1 1 1 
closing trick, 106 
customizing, 123 
customizing information in, 1 1 1 
making active, 1 10 
printing, 105 
scrolling, 1 10 
viewing by name, 109 
Wizziwig, 165 
Word wrap, 42 
World map (System 7), 125 
WYSIWYG, 165 

X 

X, flashing 

what to do when you gel, 93 

"X" with Command key, 48 

z 

"Z" with Command key, 48 
Zoom box, 21, 22 

in System 7, 110 



Colophon 

The second edition of this book was produced on 
a Mac Ilex with Adlus PageMaker 4.01, running 
System 7. I used my Apple La.ser\Vriter 1 1 NT for 
proofing, and the final output was on a Linotronic. 
Main fonts used are the ITC New Baskerv'ille and 
the Futura families, both from Adobe System, Inc. 
Layout, design, and production by myself. 

Indexed by the truly w'onderful Mary Grady. 
Linotronic output by my dear friend and comrade, 
[and Bulcber, of Desktop Composition, Petaluma. 
Beautiful cover design by Ted Mader + Associates. 

Just in case you wanna know 

1 live in Santa Rosa, Qilifomia. I teach desktop 
design, electronic typography, and sundry other 
Mac cla.sses at Santa Rosa Junior College. Janet 
Butcher and I also have a training business, 
leaching peo])le all kinds of interesting things 
on the Mac, without resorting to technobabble. 
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An excelleni introduction 
to using the Mac — superb 
for the beginner, but also 
full of good reminders for 
the veteran Mac user.” 

— Richard D, Johnson 
Small Press 



"Simply one of 
the best books 
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Macintosh." 
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Mac user." 
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